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THIS SIMPLE DEMONSTRATION SHOWS YOU... 


Why Mosler Revo-File is leading 
the revolution to rotary card filing 


ie, 


1. No costly transposition needed or new cards when into a Revo-File and go to work! Revo-File is the 
you change from slow-poke, time-wasting tiles to Revo- only single-drum rotary card file of its type that lets you 
hile. No key-hole punched cards needed by Revo-File do this! It saves an average of $200 in change-over costs 
Just pick up your present cards by handful drop ‘em right at the start... often much more! 


For big-volume card filing! The new 


2. No chance of losing cards! Kevo-File 3. No limits on work speed! Since cards Mosler Roto-File can accommodate 
has an exclusive, patented method of are not attached, one or hundreds can be more than 80.000 cards. Has all the 
holding cards to drum without relying on removed and re-filed instantly. Easy to exclusive features of Revo-File on 
holes punched in cards, or other methods — place Kevo-File in most restful working a bigger scale. Electrically controlled 
of attachment which often cause wear, — position for any clerk. Cards come to her, drums rotate independently —se:eral 
mutilation, and eventual “fall out” of — not vice versa. All standard and most off- clerks can work at same time 

cards from drum into base of file. (No size cards accommodated. Manual and 

trapdoor needed in Revo-File.) automatic clectric selector models. 


Vf you have 3,000 or more active cards which are used 
continuously for reference and posting, mail coupon, today! 


ED Revo-File, Roto-File Div. @ The Mosier Safe Co., Dept. OM-9. 320 Fifth Ave NY 1 
Please send me complete information about (check ite ou wisl 
Mosler Revo-File, world’s finest rotary card file Mosler Aut atic Electric Select 

Revo-File New Mosler Roto-File for lume card-hling applications 


The Mosler 


WtUOSUC 


World's finest rotary card file 
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Salesmen gain 20% more selling time by calling ahead for appointments 


Out-of-town appointments made 
by telephone add 20% to actual 
selling time for the Lewis-Diesel 
Engine Co., Little Rock, Ark. 


“By calling ahead for appoint- 
ments,’ Lewis-Diesel reports, 
“each representative has increased 
his number of completed sales 
visits by some 20%. We figure the 


BELL TELEPHONE SYSTEM B 
* 


time saved is worth about $1150 
a month. The cost of the calls is 
small.” 


Now is a good time to look into 
the sales-producing uses of the 
telephone in your business. Call 
your Bell Telephone Business 
Office. A representative will visit 
you at your convenience. 


1% 


te, 


LONG DISTANCE RATES ARE LOW 


Here are some examples; 


Cincinnati to Indianapolis — 55¢ 
Boston to New York The 
Little Rock to New Orleans #110 
Chicago to 

Washington, D.C. $1 
Los Angeles to Pittaburgh | $2%5 
These are the daytime Station-to-Station rates 


for the first three minutes. They do not include 
the 10% federal excise tax 


CALL BY NUMBER. IT'S TWICE AS FAST 
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I thought I'd feel 
like a fish out of water 


2 we ey 


. in a new modern office. But, never 
was | more wrong . . . once | worked in 
an office created the Macey-Fowler way. 


singe ee 


If you, too, have had similar thoughts, 
then you owe it to yourself to pay a visit 
to the Macey-Fowler showrooms. Here, 
in attractive actual office settings you 
may select anything from single filing 
cabinets or telephone stands to a com- 


plete executive suite. You will find quali- 
fied, attentive personnel who will help 
you have the office you've always 
wanted. And, you will be pleasantly sur- 
prised at how much more quality your 
furniture dollar buys at Macey-Fowler. 
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BOSTON: 150 CAUSEWAY STREET + Richmond 2.1800 Mac ef Towler NEW YORK: 305 EAST 63rd STREET + TEmpieton 8-5900 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


4g — 


Ne 
- -_* “— 4 ’ 
A ; 7 4 x < 
~ Z y "4 
ic ak] I , j ‘ 
As 
~ ; YY, A 
oi ah | 4 /} 
+ / ride 
4 oe 4 
ss Dic! 7 ' ' ; 23 fab. ‘ond 4 oe i > j i; <s : ois we , . iy 
ee "i ; ' ) ee P § ¥ pr Rie : ae i. iy Sk Pe ae, ; 
He :: ) ; ; i" .7 : L L he Pas i 2 Ss ta f ¥ 5 sk é . 
a 7 , i | i Tie” aE ae ie 
‘ a i ‘a ; ‘ by ae . py ; tee : , ' p 
BG 3 . om? tee ; F 4 : t. “ ge ieee By _. 
* ’ { a ¥ a ia ' oa ; ‘ 
ig a ; rs : ’ ihe ej ie J 
? i i a , ' gt S| ; ; 7 : ‘ 
Cues \ Pa a _ at . ‘ 
cv, . oe) oe : 3 
wi j 4n5 3 oe 
: ‘ete BA | q j ‘oT ma F / r A\ 4 
: a me ; 
; Sa . - re tw += '2 a 
So ae q . oe aa i fs ri be 
eS ae ag! -@ 4 i” ; 
a : a4 : ep tie we. 
oe :' | ‘2. af (te ; 
. 328 a oe 4 5 
hae os ake ‘bhi i 
, ; : ~_s q - ——- _ . 
ee z \ ™ ee 
ya i: ' = . = rf : 
’ an a - bs ae, 2. r 
5 =_ = _ ... 
ibrar : “Hi i ba ; ; Sa - 
| —— - - — — % 
: *. <—— —— = — . ~~ tt 
tea % tg 4 ? ss eee: rs, 
- wo ‘gee Va 
“ a3 é C aes. = re —. ie a i |e ae 
ss a Vk OMe Se lar as ‘ae ae td 
~ ‘ion rm ah ee ‘gir ‘ é : i Se 
_— * > a! ai . c —_ <a e, an 2 
Ba " aff gees. bee ie a io , Se 
. a PO. « ion Pee i a 3 . "a bs ans 
; a4: Te os a ie al ' — 4 gees te "i = ae 
ere ee ” or ’ 7 a aa b's ™ 4 ’ Bs . A q ‘ a m8 
. oe Asia ; : fa a leary § 4 : my - oh 7 c = : tab 
aad | ee : ‘ i’ 5 4 4 ve ai : 2 om O 
era ie 4a 7 ss an - Sy re gt : re , a dtd a My . = 7 7 zs " 
ae Real i, . i at . - ‘ 
; | a 7 7 Pie ry ‘ 2 aa a “4 ; 
“ LO ie Ag p ees seh igs 2 — ‘ f 
ef pe * ia . Saee , — le oo 4 i 
’ at oe ” os x a" wr ne Lay "ies i 
4 ie So; ae ERE hac, rm © ye = 
Resi y oo j _—s Petiaeeil + 
ry ee sg Sc oe A *, ih Alig > EY 4 “ { 
aa Pe Bae ae a . a i ae <a . 
ele a ee i: Bu ee” ‘> ie 
S. ‘aoe : at _ -; . . q 7 =e ra e : re 
; : 7 eo 
' , Lia a ae bs et ae ats ie hy “ * Bae - i q 
tn. aes 3 < 7 Pp 2 . . mw 7 wd ' ? te F 
| Ure ie 4p Pee oe Oe 4 
a he IEEE 
Sta a 
af vs 
erat | | ) Die 5) BA ee cas = ae ee ee Ee ct ee ye ae -” : ~ = 


JUNE 


Volume XVII No. 6 


Published monthly by 
GEYER-McALLISTER PUBLICATIONS 
Andrew Geyer-McAllister, Inc. 
Publishers since 1877 
212 Fifth Ave., New York 10 
MUrray Hill 9-411 


PRESIDENT 
M. A. Geyer 
VICE-PRESIDENT and GENERAL MANAGER 
Donald McAllister 
EDITOR-IN-CHIEF 
Thomas V. Murphy 
EDITOR 
Robert M. Smith 
MANAGING EDITOR 
Robert Beeman 
ASSOCIATE EDITORS 
Norma Sullivan Regenold 
William S. Brown 
ADVERTISING DIRECTOR 
Hugh Ward 
MIDWEST MANAGER 
John M. Smythe 
ADVERTISING and BUSINESS MANAGER 
James E. Neary, Jr. 
ADVERTISING STAFF 
Fred Steinhilber 
Charles B. Rosengren 
Donald J. Leverich 
CIRCULATION MANAGER 
M. T. Weeks 
PRODUCTION MANAGER 
James V. Quirk 
ASSISTANT PRODUCTION MANAGER 
Milton Sharon 
ART DIRECTOR 
Joseph Hochfeld 
BRANCH OFFICES 


BOSTON (10): 212 Summer St 
Hancock 6-5390 
Charles GC. Kretschmar 


(Rm. 600) 


CHICAGO (1): 228 N 
State 2-291] 

John M. Smythe 
William Murray 
Arthur Hutchison 


LaSalle Si 


DALLAS (19) 
Lakeside 2322 
Joe Sanders & Associates 


1908 Lemmon Ave 


LOS ANGELES (5): 3257 6th St. 
Dunkirk 76149 
Chris Dunkle & Associates 
J. R. lander (Editorial Representative) 


SAN FRANCISCO (5): 681 Market St 


Douglas 24475 
Alexander Rattray 


MEMBER OD. 
Audit Bureau of Circulations ——_- 


Associated Business Publications 


; 
4 
‘ 
Se — 


office 
management 


- 


Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


in this issue: 


It’s not all in books! (Editorial) 


Organization for foreign operations stressed at AMA 


meeting 


NOMA’s annual conference opens 


How to analyze and revise old forms for maximum 


effectiveness 


by Leslie H. Matthies 


Seven sacred cows of clerical routine: 


them? 
by Arthur Barcan 


do we need 


How you can read faster while learning more (Part 5) 38 
by Dr. Nila Banton Smith 


View company operations as a whole, AMA speakers 


urge (Part 2).----- 
Automation in the office 
Tools of the office series 

This month: 

ings: overhead lightimg 

by Robert Beeman 


Ww 
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Acoustical materials: floor cover- 


17 


THE pace ol} cle Vv opments in 
the wide field of interests and 
problems that are office admin 
istration has an untailing barom 
eter: the number of conterence 
held deajng with those prob 
lems. Or cover, showing one 
of the audience at a recent AMA 
necting sending his question t 
the six iker typihes, we icci, the 
degree of interest shown in thi 
years re ord number of conter 
ence 
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HOW TO \ 
BE A HERO 
TO YOUR 


eS SECRETARY 


omer 


Correct, comfortable seating is one of the best morale builders you 
can get for your secretary—and for your whole office, for that 
matter. Perfect example of this type of seating is the Harter E-15R 
posture chair. Precise handwheel adjustments fit the chair to 
the individual. Deep, molded foam rubber gives cool comfort all 
day long. Curved-to-fit backrest is likewise cushioned 
with foam rubber. Design is clean and uncluttered. 
There are no sharp edges to catch dirt or snag nylons. 
Finishes and upholsteries are the finest and 
come in colors to go with any office. Fine 
welded steel construction makes Harter pos- 
ture chairs an outstanding business investment. 

Write for informative booklet, 

“Posture Seating Makes Sense,” 

which shows both executive and 

stenographic posture chairs. We'll 


send you the name of your nearest 
Harter dealer. 


Harter Corporation 
652 Prairie St., Sturgis, Michigan HARTER 
In Canada; Harter Matai Furniture, Lid, MODEL E-158 
Guelph, Ontarve 


HARTER "uses 
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Greater job satisfaction 
viewed as future need 


Office and factory workers will need 
to derive more satisfaction from their 
jobs, rather than from their outsick 
activities, or the democratic capitali 
istic system may suffer, said Edward 
\. Robie, personnel director of The 
Equitable Lite Assurance Society of 
the United States, in an address betore 
a recent joint Life Office Management 
Association—Accident & Health Con 
lerence. 

The speaker pointed out that job 
simplification and specialization have 
resulted in increases in production, 
but he added that workers have be 
come increasingly bored with their 
work. 

Studies have indicated that employ 
ees tend to find most job satisfaction 
in work that requires the exercise ol 
considerable skill, he said, and in 
jobs that call for a variety of duties 
and the making of decisions 

“What should we expect,” he asked, 
“from the worker who spends all ot! 
his working hours, day after day and 
week after week, on a simple, routine 
operation that fails to challenge any 
thing in him except his desire to stick 
it out until quitting time and the next 
pay day?” However, Mr. Robie did 
note that some workers prefer routine 


work of a simplified nature. 


Job enlargement was recommended 
as a valuable device for increasing job 
satisfaction. Mr. Robie cited the ex 
ample of the Colonial Lite Insurance 
Co., East Orange, N. J... which has 
enlarged various clerical positions by 
combining several routine jobs; cer 
tain higher level positions have been 
eliminated and their functions were 
added to routine jobs. 

As a result of these changes, Mr. 
Robie said, bottlenecks were eliminated, 
training was simplified, operational 
faults were corrected more easily, ab 
senteeism was reduced, and there was 
a lessening of “buck passing.” In ad 
dition, the new arrangement permitted 
easier coverage of jobs during vaca 
tions and other periods of absence. 

\ccording to Mr. Robie, a job can 
be enlarged in more than one way. 
In addition to reorganizing the duties 
of a position, management can obtain 
results by encouraging employees to 
perform more efficiently. Manage 
ment, he said, must recognize the 
creative talents of its employees. To 
enlarge jobs successfully, he pointed 


OFFICE MANAGEMENT 
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“But why lay you off 


when they're working nig ghis? 


How COME Schmidt's taking his ease on 
Tuesday morning? His foreman will tell 
you there just isn’t enough work to keep 
him busy. 

A production slow-up in drop-forging 
means no parts to assemble. So assembly- 
worker Schmidt is temporarily laid off, 
while others go into overtime to get things 
back to normal. Shipments are delayed. 
Customers are getting sore, and profits 
are taking a beating. 

Keysort punched-card accounting could 
have kept Schmidt on the job. With a 
weekly work-load summary to indicate 


cBEE © & 


os geee * 
Sees *e,° es 3 3% 

* . 4 
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drop-forging’s predicament, management 
could have taken the corrective step of 
adding an extra shift there on time. And 
prompt action would have resulted in an 
even flow of work into assembly and 
full production. 


McBee Keysort can give you fast, accu- 
rate reports on every phase of factory 
operation. Whatever your size or set-up. 
At remarkably low cost 

The trained McBee man near you has a 
presentation which will show you how it’s 
done. /t will take him 


start to finish. Phone him, or write us. 


ust one hour from 


Punched-card accounting for any business 


Manufactured exclusively by The MeBee Company 


For More Information From Advertisers Use Readers 


» Athens, Ohio + Division of Royal MeBer ¢ 
Offices in principal cities * In Canada: The MeBee Company, Ltd., 179 Bartley Drive 


corporation 


, Toronto 16, Ontario 
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For 


Medelttis 


the new, practical way to 


create work-space combinations 


for executive and 


departmental requirements 


From this wide selection of 
Peerless Modulettes (note the 
complete line of drawers, files, 
cupboards, tops and accessories) 
there’s endless combinations to 
efficiently serve your every per- 
sonal requirement. 

The space-saving, perform- 
ance-factor of Peerless Modulettes 
is also an endless combination. 
You'll save valuable floor space 
with Modulette-groups, customed 


tailored for you. And year-after- 


year, the rugged Peerless pertormance continues to 


give like-new operation. 


Your authorized Peerless Dealer knows how to 


combine the right units as a profitable solution to 


your work-space problems. His service is at your 


service 


and you'll find he’s a good man to know. 


A new, illustrated price list of 
Peerless Modulettes is just off 
press. Write tor your tree copy 
Ask for Bulletin Number 115-6 


PEERLESS 


STEEL EQUIPMENT CO. | 


6600 Hosbrook Ave., Philadelphia 11, Pa. aie 
New York « Chicago + Dallas + Los Angeles 


More Information From Advertisers Use Readers’ 
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out, it is also necessary to have a good 
product, good personnel, and an ex 
panding market. Employees should 
be encouraged to educate and im- 
prove themselves. The most import 
ant factor, he said, is acceptance of 
the job enlargement philosophy by 
management. 


Space needs underestimated, 
says realty expert 


Most of the nation’s businesses 
greatly underestimate the amount of 
office space required for their future 
needs, reported Norman ‘Tishman, 
president of Tishman Realty & Con 
struction Co., Ine. 

“Despite the record growth of our 
national economy during the past de 
cade,” he said, “most business corpora 
tions, in taking space in the new office 
buildings, seemed to have been reluc 
tant to gauge their expansion prospects 
against the national trend. 

“They recognized the need for doing 
so in planning for plant expansion, 
but generally overlooked the fact that 


greater industrial activity generates 


greater administrative, promotion, sales 
and financing activity and a corres 
ponding need for more office space to 
accommodate increased executive and 
clerical rosters. 

“As a result,” said Mr. Tishman, 
“the wide fear of overestimating future 
office needs, in the name of economy, 
is now proving a boomerang to a large 
number of corporations. Many of these 
companies are ayain finding themselves 
cramped and faced with the alternative 
of moving to larger quarters or of 
inviting decentralization again by leas 
ing additional space in other build 
ings.” 

He added that tailoring space needs 
too closely to present requirements 1s 
unwise and that “it is truer economy 
to measure future possibilities proper 
ly and provide the necessary expansion 
room at the outset than to be faced 
with the periodic, expensive and time 


consuming chore of space-hunting.” 


Office firms announce 
moves, expansions 


Recent moves, expansion plans, and 
mergers announced by manufacturers 
of office equipment and suppliers of 
office services include the following 

Mohawk Business Machines Corp., 
Brooklyn, N. Y., manufacturer of 
miniature tape recorders for business 

(To page 12) 
OFFICE MANAGEMENT 
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APPLYING RECORDAK MICROFILMING TO BUSINESS ROUTINES—NO. 17 IN A SERIES 


Sy 


“Snappme” the envelope 
speeds snapshots to you 


Snapping pictures of snapshot envelopes with a minute, And an adding machine listing of the per-envelope 
Recordak Junior Microfilmer cuts the photofinisher’s charges now serves as bis bill goes along with each 
bookkeeping costs as much as 85%... helps him build completed order. 


business through faster service, Lots of other advantage 5, too. Savings ow filinage space are 


98%. Reference @ much faster—tilms are checked on read 


Before the phototinisher can forward your snapshots, he 
ing screen of the Recordak Junior Microtilmer 


must make « record of the information on the envelope— 
your name and the agent’s, and the processing charges. Only another example, this, of the way Reordak Mire 
Ws st ante inal Wie heist Recall opying job—when filming os simplifying routines for more than 100 different lypes 
P i gy 
you lock one euwe lope But cach day there are hundreds of business... thousands of concerns. —“Recordak” is a trademark 


thousands. An EXPCHSIVE bookkeeping setup used to be 


« , | d lays could —— 
necessary . . . transcription OTs ¢ ( « 
| crro.r iti ¢ it =RE RDRK 


be avoided. 


Now, with a low-cost Recordak Junior Microlilmer, the (Subsidiary of Eastman Kodak Company) 


photofinisher gets a comple tely accurate record by simply —_ . : 
: originator of modern microfilming — 


WESSINY a buttou—40 envelopes photographed in just one rs . . a 
| ii Bre ) and its application to business routines 


FREE .. .“Short Cuts 


ae : oo “ RECORDAK CORPORATION (Subsidiary of Fastman hodak C m pany) 
That Save Millions 


415 Madison Avenue, New York 17, N. ¥ 


Shows how routines like . - G3 
hh: i eal 2 Gentlemen: Please send free copy of “Short Cats That Save Millions 

yours have if n j 
thousands of companies } 
how Recordak Microtalmers are Narn Position 
designed for all requirements 

give you up to SO pictures Company 
for lé. Must reading for 
every businessman. Street Cty State 
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THE SMALL BUSINESS GETS THE 
AUTOMATION IT NEEDS IN 


PR, 


Aig 


For More Information From Advertisers Use Readers’ 


IMOORES ADP 


*Automated Data Pro« essing 


There is no mystery about automation; 
and large companies do not have an 
exclusive franchise to its benefits. 
While Moore serves many large com- 
panies with ADP, it also helps the 
small company to the automation that 
results in smoother work flow. accurate 
control and faster handling of data for 
current information. In any system of 
automation, it’s sound practice to de- 
sign the form-system early in the plan- 
ning stage. This is the way to be sure 
correct forms design and construction 
are carefully planned so as to bring 
home dividends in efficiency and econ- 
omy. Moore manufactures forms only, 
and not ADP machines. Moore’s ADP 
fits automation to the need of the 
company —no more, no less. And that 
depends on its size, and the nature 
and number of transactions. ADP can 
be applied to a system all at once or 
in planned stages which apply auto- 


mation gradually as required. 


How it works > 


EXPERIENCE pays in this field. The Moore man, 
having the benefit of experience with many com.- 
panies, brings a wealth of knowledge and an out- 
side viewpoint to the problems of your company. 


Inquiry Coupon on Last Page OFFICE MANAGEMENT 
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SMOOTH SYSTEM KEEPS A WAREHOUSE WORKING 


An ADP Order-Shipping System assures same-day shipments, positive control and accuracy 


MAIN OFFICE A Moore one-part continuous form is used 
to teletype the customer's incoming order from the main 
office to the warehouse. This saves many hours of delay 
in getting orders entered at the warehouse 


caaein a 


— PP | lea 
~ ~* 


» ee hed —— 
SHIPPING ROOM Part 1 of the form gives Shipping a 
packing list to enclose. And also the addressed label 
Part 2 of the form, with label attached, travels with the 
package, to the Mailing Clerk. 


WAREHOUSE ‘The order comes in automatically typed on 
a 2-part Moore form. The special construction of this 
Moore Speediflo form makes operation trouble-free and 


automatic. The machine, in fact, runs unattended 


MAILING DESK Postage is affixed and the amount entered 
on Part 2. This is detached and sent to the main office for 
billing. One automatic writing on the form has supplied all 
the order and shipping information, and the control needed 


Moore forms are the heart of the ADP benefits 


The company enjoys speed it never had or instructions 


before in transmitting orders to Shipping 


operates with more accuracy, as tran- 
scribing errors have been eliminated. One Moore man 


typing is sufficient to relay information write the nearest 


needed. Any company, large or amall 
so they can be filled the same day. It can learn how 


every point where 


to begin getting ADP 
benefits simply by talking with the 


in the Classified or 
Moore forms 
Moore office, below - 
used in 


the system 


MOORE BUSINESS FORMS 


NIAGARA FALLS, N.Y. DENTON, TEXAS 


Inc - ma 


EMERYVILLE, CALIFORNIA we 


Since 1882 the world’s largest manufacturer of business forms and systems 


Over 300 offices and factories across the U.S. and Canada 
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How XEROGRAPHY 


cuts duplicating costs 10,000 a year 


SPEEDS PAPERWORK 


The LURLINE, Maotson's world-famous luxury liner. 


The Matson Navigation « ompany is an oldtimer on the West 
Coast. Seventy-three years ago Capt. William Matson 
charted his initial voyage, and his company's course, to 
Hawaii. Today 18 modern freighters ply between there and 
the mainland, and the luxury liner Lurline is also on the 
Hawaiian run, Four company hotels dot Waikiki Beach, and 
a subsidiary carries cargo to Australasia 

For such extensive operations, much paperwork is nec 
essary. Duplicating essential documents was once a major 
bottleneck, and many other items were balked entirely by 
prohibitive production costs. Today, all is different. Though 
everything is wanted in a hurry, versatile xerography—the 
clean, fast, dry, electrostatic method of copying — delivers 
on time and often ahead 

Convenience and flexibility make xerography a highly de 
sirable production aide, Matson uses it daily for 12 depart 
ments, producing every type of informative bulletin from a 
two-person freiwhter passenger list to a 300 page manage 
ment report, Estimated savings exceed $10,000 a year 

Versatile xe rography provides the solution to your copy 
ing needs, Originals may be enlarged, reduced, or copied 
same size, Masters may be prepared from opaques or two 
sided copy. Let us show you with facts and figures how 
xerography can cut) your duplicating costs for all types 


of pap rwork 


Wrte for ‘proof of performance" folders showing how 
xerography is saving time and thousands of dol- 
lars for companies of all kinds, large and small. 


THE HALOID COMPANY 
56-42XHALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


( ZE-ROG-RA-FEE) 


for the fuclon » Leal 


DO YOU KNOW... 


Xerography copies onto 
paper masters and 
metal plates for 
OFFSET 
Duplicating 


Copies onto 
translucent inter 
mediates for 
DIAZO 
Printing 


Copies onto 
masters tor 
SPIRIT 
(and other fluid-type 
duplicating 


Copies 
HALFTONE 
& LINE 
subjects onto paper 
masters for offset 
duplicating 


UP TO 
EIGHT 
COPIES 
including a paper 
master or translucent 
intermediate can be 
made from one xero 
graphic exposure 


The fastest, cheapest, most versatile way to make masters for duplicating 
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(Continued from page $) 


and industry, has moved to acquire 
Carol. Electronics Corp., Martinsburg, 


< 


V. Va., maker of electronic equip 
ment for the Government. Carol 
will become a wholly-owned subsidiary. 

Record Controls, Inc., Chicago, an- 
nounces a new expansion of its ac 
tivities to the West Coast. Dr. Fred 
S. Cook, of Palo Alto, Calif., has been 
appointed consultant for that area. 

A. B. Dick Co. of Canada, Ltd., 
maker of duplicating equipment and 
supplies, has announced plans for 
building a new plant and general of- 
hee in Toronto, with completion ex 
pected in time for July occupancy. 

Weber Addressing Machine Co., 
Inc., together with its division, Weber 
Marking Systems, has moved to a 
new plant at 215 E. Prospect Ave., 
Mt. Prospect, Ill. 

Stivers Office Service, Chicago, 
which supplies Chicago firms with 
temporary and emergency office help, 
has opened a branch at 1609 Sher 
man Ave., Evanston, Ill. 

Nekoosa-Edwards Paper Co., Port 
Edwards, Wis., has moved its Chi 
cago sales staff to the mew Prudential 
Building, Chicago. 

Neenah Paper Co., Neenah, Wis., 
is expected to be acquired by Kimberly 
Clark Corp. Neenah does not antici 
pate that the move will affect either 
its Management or its sales policies. 
Both paper manufacturing companies 
will continue to operate separately. 

The Sorg Paper Co., Middletown, 
Ohio, has announced that it has ac 
quired from The Wrenn Paper Co., 
also of Middletown, the exclusive right 
to manufacture and sell the various 
grades of blotting paper formerly 
made and sold by Wrenn. Sorg has con 
structed a new building to house its 
new activities. Many Wrenn personnel 
have joined Sorg. 

International Jusiness Machines 
Corp. has formed an Electric Account 
ing Machine Supplies Division to take 
over the development and manufacture 
of all supplies for IBM electric ac 
counting machines and electronic com 
puters, including punched cards and 
other data-handling media. 

Dictaphone Corp., manufacturer of 
dictating machines, has set up a sep 
arate Recording Machines Division. 

Parsons Paper Co., Holyoke, Mass., 
has planned a large-scale equipment 
modernization program. 

Manpower, Inc., of Milwaukee, Wis.. 
supplier of temporary office help and 


OFFICE MANAGEMENT 


| 
ce 
i ! Fi 
4a : Hs (’ 2 ‘ 
, z Jf J 41 a ie , =— —- - 
BS 4 pe oe oot | 
Song ; 4 j oe 
ig P A nyt she } 
es an ; | 
" e: ir 4 | 
- T ih = > M ‘ ” | 
‘ee i-. = 4 v ., tianeaaansteenanmanmanese 
. b 4 ' ere x 
A il ee —— - 
, Sate - pa . catetiasiiings A ew ine 
; bn 3 , SP po 
ca ee 
- ~ 
. a -™ 
° 3 
; | Bie 
} e t “4 
| = P 
| - 
Peg ‘ | - 
} ; 2 
; 7 
z | | 
(O08 Tita 
7 ‘ } “ 
| | X@Btox |: 
«\\ ¥ | 
my “\\ r 
TE ro 
¢ : we Pa 


SEND FOR FREE SKETCH. 
BOOK, showing o variety 
of color-coordinated “Of- 
fice for Living” plans and 
furniture designs for ex- 
ecutive, junior executive, 
secretarial and general 
offices — at prices scaled 
accordingly. 


"4 


(Mu fai — START WITH FURNITURE BY STANDARD 


: An office a visitor remembers... on office thot, with quiet com- 
F: mand, catches the imagination of visitors and tells them the kind of man 
you are. Standard’s new Continental Omega Executive Furniture speaks 
eloquently of your good taste and efficiency. The design is years ahead 
— rich in character. The handsome wood is warm and friendly. The plan 
is custom-fitted to your work needs, taste and space. Everything is at your 
fingertips. Everything is right, for desk design, chairs, colors and acces- 
sories are coordinated by your Standard dealer — all at no extra charge. 
fe Look him up in the Yellow Pages, or send for his name and address to 


The Standard Furniture Company, Herkimer, New York. 


WILLIAM H, SULLIVAN Design 


CONTINENTAL OMEGA EXECUTIVE FURNITURE, CHAIRS, DESK ACCESSORIES 
AND COLOR CONTINUITY PLANS ARE EXCLUSIVE WITH STANDARD DEALERS 


SINCE 1686, THE WORLD'S LARGEST MAKER OF EXECUTIVE OFFICE FURNITURE 
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Chicago firms save man hours with 
New Baltimore Business Form 


New form does work of four! ‘lop 
executives of 4 Chicago firms, repre 
senting manufacturers, called in their 
Baltimore Business Forms specialist 
to solve an operating problem. ‘To 
gether they came up with a plan to 
slash costs. ‘The Baltimore Business 
Forms specialist designed a form that 
combines four steps in one 

Since these firms carry no stock, 
they have to acknowledge the order 
place the order with the manufacturer 
they represent i// their customer 
and finally file a record of the sale for 
sales analysis work, reordering, etc. 
In the past each of these steps, dic- 
tating and typing, was done sepa- 
rately. Now one typist handles all 


jobs at once. These forms are designed 
so that only the information pertain- 
ing to the specific receiver goes on 
his copy 

It takes “system 
planners” to produce money-saving 
results 


experienced 


Baltimore Business Forms 
has a competent staff of experts who 
have satisfied thousands of business 
houses. And because this line is 
complete, you get unbiased recom 
mendations along with unmistakable 
proof that your business form prob 
lems can be solved. 

Write for free samples to: THe 
BALTIMORE Business Forms Co., 
Dept. A, 3134 Frederick Ave., 
Baltimore 29, Maryland. 


The Baltimore Business Forms Company 


(THE BALTIMORE SALESBOOK COMPANY) 
Saving time and reducing costs in business and industry 
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ot various ofhce services, has opened 


cight new offices, in Akron, Brooklyn, 


Dayton, Hammond 


Fresno, (Ind.), 
Indianapolis, Richmond, and Tucson. 

Aladdin Office Services, Inc., has 
heen formed in Chicago as an associate 
company of Chicago Tabulating Ser 
vice, Inc., to supply temporary office 
help of all types and to perform sp 
ialized office services. 


In Short— 


SPA appoints Dar E. Tisdale 
as executive secretary 

The Systems and Procedures Asso 
ciation of America has announced that 
Dar E. 


full-time 


Tisdale has been appointed 


executive secretary of the 
association. Mr. Tisdale, who was 
general chairman of SPA’s 1955 In 
ternational Systems Meeting in Detroit 
will make his he adquarte rs in the 


Penobscot Building, Detroit For 


merly he was treasurer of the Betmur 


Steel Co., and, most recently, con 


troller of the 
Detroit. 


Pioneer 


Spec ialty Co 


“Junior NOMA™ forn 
for high school busines« students 


To improve preparation of students 
Philadelphi. 
National Office Man 


\ssociation, in 


tor business areers, the 
hapter of the 
ivement cooperation 
with the Division of Commercial and 
Distributive Education of the Schoo 
District of Philadelphia, has 
i “Junior NOMA 


students and one January senior student 


tor ned 
Iwo June senior 


rom each pullin h school. to 


| nip 
gether with two senior students from 
each private high school, are appointed 
to membership by school officials. The 
group meets regularly on the second 
Wednesday afternoon of each month 
in ofhces of companies represented Wh 


the Philadelphia NOMA 


Programs consist of panel discussions 


¢ hapte f. 


conducted by at least three spe iker 


trom the business world. 


Bruning copying equipment offered 
on sales finance plan 

Copyflex reproduction machines and 
naterials will be available under long 


term installment plans, accordin to 


g 
the manufacturer, the Charles Brun 
ing Co. Inc., of Chicago. The com 
pany has adopted a new sales finance 


program developed by C. I. T. Corp., 
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three square 


square 


cross 


half-round rattall 


Why does a carpenter need so many files? 


The nine files pictured dramatize one basic fact 
in carpentry: 

There are many types of rough edges, and to smooth 
them down takes a different file for each. 


Obviously, the carpenter has to be versatile and 
skillful in the use of each type of file. 


In a way, your Roytype salesman is like a car- 
penter, for he too is a master craftsman in 
smoothing down the rough edges in the operation 
of office equipment. 


And he is also versatile. He has at his command 
a variety of tools especially designed by Roytype 
to make hard jobs easier and smoother. 


His tools comprise a multitude of inked ribbons 
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for every type of office machine and many dif- 
ferent kinds of carbon paper . . . not only for all 
types of typewriters but also for all types of 
bookkeeping machines and duplicating processes. 

When you talk to him, you're talking to a de- 
voted expert .. . devoted to giving you the best 
job possible at the most economical price . . . and 
expert in applying his vast knowledge to your 
specific problems. 


x 
ROYTYPE®... quality supplies 
for all business machines 


Koytype, a department of Koyal Typewriter ( ompany 
Division of Hoyal McKee Corporation 
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recorded by 


The System that 
Activates Microfilmed 
Records... 


BIRTHS, marriages, deaths — all the 
vital records pertaining to the entire 
population of one of our Eastern 
states are recorded on microfilm, 
mounted in Filmsort Aperture cards. 
These are documents which must be 
part of a permanent, yet easily ac- 
cessible file, incorporated in this most 
modern of records systems. 


The actual record in this vital 
Statistics applica- 
ag 
2 


tion is filmed on 

35mm _ microfilm. 
The film is then permanently mount- 
ed into electric accounting machine 


active records needs 


economy of 


Filmsort! 


cards processed by Filmsort. Identi- 
fying data is punched into the cards 
so that they can be machine sorted 
and any given document located in 
seconds. This system of combining 
the actual record in film form with 
the means of locating that record, 
achieves both condensation of the 
files and complete accessibility 


The Filmsort system as applied to 
vital statistics records is simply one 
variation of a completely versatile 
method for the mechanized handling 
of active, large volume records. For 


engineering drawings, personnel 


records, hospital case histories — any 
Filmsort offers 
the means of providing the space 
microfilm combined 
with standard card filing systems, 


Unitized Microfilm Equipment—Supplies—plus Service 
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FULMSORT DIVISION 
DEXTER FOLDER COMPANY 
Pearl River, New York 


which provides terms of up to three 
years on an equal-monthly-payments 
basis, or terms of up to seven years 
with graduated payments based on 
the  sum-of-the-digits 


method. 


depreciation 


Filing course announced by New York 
records management group 

A newly revised course in filing 
techniques and procedures for stand 
ardization will be given by the Records 
Management Association of New York, 
Inc., June 11-15. 


signed to 


The course is de 


meet a need for a pro 
gram in which filing itself is the main 
subject of practical instruction, rather 
than merely one aspect of office work 
Classes 
ar scheduled for 1 to 5 P.M. Tuition 
is $50. Information can be obtained 
Mildred A. Eden, Ebasco Ser 
Rector St., New York. 


covered in a general course. 


trom 


vices, Inc., 2 


Microfilm duplication centers 
established by Ozalid 

Sixty-one microfilm duplicating pro 
cessing centers are being established 
throughout the country by the Ozalid 
Div., General Aniline & Film Corp., 
Johnson City, N. Y. 


a statement from the company, “the 


Acc ording to 


purpose ot the processing centers 1S 


to reduce the cost of microfilm du 


plication for customers throughout the 
country. Under the new system, micro 
film users 


may now pure hase OcCa 


sional duplication services with no 
capital investment for machinery, main 


Both 


l6mm. and 35 mm. duplication pro 


tenance, labor, or film supply. 


cessing facilities are in operation at 
each center.” 


Safe manufacturers group elects 
new officers 


The Safe Manufacturers National 
Association, Inc., 366 Madison Ave., 
New York, has announced that the 


following officers and directors were 
elected at its recent annual meeting 
President, A. R. Hedeman, vice pres 
dent, Shaw-Walker Co., New York: 
vice president, A. W. Jackson, 
presice nt, Diebold, Inc., Canton, Ohio; 
Parker, 
Mosman, 
Safe 


vice 


secretary-treasurer, W. |. 
SMNA. Warren 
president, Herring-Hall-Marvin 
Ohio: S. R. Akers, 
president, Meilink Steel Safe Co., 
Toledo; Edwin H. Mosler, Jr., presi 
dent, The Mosler Safe Co., Hamilton, 
Ohio; Raymond 
Diebold, 


Directors: 


Co., Hamilton, 


Koontz, president, 


Inc., Canton, Ohio: H. V. 
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» Bull Like o 


June, 


ee including place for telephone* 
Telephone in the desk drawer! Just one of many organize everything from paper 


revolutionary advances that eliminate desk clutter clips to records 
Actually a Shaw-Walker 


Work-Organizer Desk has an in 


for the man behind a Shaw-Walker desk. 


ee ee 


. 
. 
. 
. 
7 
. 
. 
. 
. 
. 


genious ability to lend a hand 
you find working materials 
without hunting. Use it just one week and you'lhbe 


amazed at how much smoother the day's work goes 


A desk can be more than a place at which to work 
It can be an important aid to getting work done 
easter and more efficiently. This Shaw-Walker Work 
Organizer Desk is working proof of that fact office equipment; get 292-page illustrated “Office 

With a Shaw-Walker desk you make a clean Guide.”’ Free, when requested on business letterhead 
sweep of clutter and confusion. Drawer interiors Write Shaw-Walker, Muskegon 82, Mich 


See what's new in other time-saving, space-saving 


* In some cities the phone company hesitates to inatall phone in drawer 


but uill do #0 when shown our Simplified Plan 


: 


: GHAW-WALKER ieabibniaaiieshiinaliaiaate 


Muskegon 62, Mich. Representatives Everywhere: 
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Mew 


hand cleaner 


proladt that jut manicured” 


FLOATS OUT 
HECTOGRAPH, 
RIBBON, CARBON, 
INK STAINS— 
GENTLY, SAFELY! W& 


Clean Hands gently 
removes stubborn 


office stains—including 


hectograph dye—without resorting | 
to harsh abrasives and solvents. 


, . . c 
Your girls will thank you because / ) 


“e 


it ends “‘chemical hands” 
and cracked cuticles .. . ends 


scrubbing, too! 


When Clean Hands is applied 
belore starting the office day, 


annoying stains can’t set. Grimiest 


grime rinses away effortlessly. 


Nome 


free sAMPLe 8056 6c wis feee sample 


bottle, Just fill in and mail with your company letterhead 


COLUMBIA RIBBON & CARBON MFG. CO,, Inc. 
676 Herb Hill Road, Glen Cove, N. Y. 


Fill in and send with company letterhead. 


Company 


Street 


City 


State 
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Widdoes, executive vice president, 
Remington Rand, Div. of Sperry Rand 
Corp., "Ne w York; and L. C. Walker. 
president, Shaw-Walker Co., Muske 
gon, Mich. 


Electronic data centers to open 
in Brazil and Canada 

International Susiness Machines 
Corp. has announced plans to open 
two new electronic data processing 
centers outside the United States. On 
of these, in Rio De Janeiro, will be 
located in IBM ofhces at Avenida Presi 
dente Vargas 642; the other, in Can 
ada, will be set up in IBM) offices 
on Don Mills Road, Toronto. Each 
center will employ an IBM Type 650 
Magnetic Drum Data Processing Ma 
cine. The two centers will be the 
first of their type in either Brazil o 
Canada 


June conferences cover accounting. 
machines, small business, 
work simplification 

Among the conterences scheduled 
for this month are the following: 

The ninth annual conference on 
labor, sponsored by The Institute ot 
Labor Relations and - Social Security. 
New York University, planned for 
June 6% at Vanderbilt Hall, 40 Wash 
ington Square South, New York. The 
conterence will be devoted to health, 
welfare, and pension funds. 

The first National Small Business 
Conterence of the Society for Ad 
vancement of Management, 74 Fifth 
\ve.. New York, to be held June 7 
and & at New York's Hotel Statler, 
in cooperation with the U. S. Small 
Business Administration. A feature 
of the program will be informal man 
agement-workshop sessions on prob 
lems of cost reduction, finance, sales, 
employee relations, and executive ce 
velopment, as viewed from the stand 
point of small businesses. 

The Third Institute on Records 
Management, sponsored by The Amer 
ican University in cooperation with 
the National Archives and Records 
Service, to be given at the univer 
sity, June 18 to 29. An announcement 
from the university states that its aim 
is “to provide intensive training om 
the rapidly expanding field of records 
management for qualified men and 
women drawn from both business 
firms and Government agencies. With 
this objective in mind, the Institute 
will acquaint the student with the 
procedures and techniques used by 
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Now-Invincible offers 
greatest flexibility in 
office planning 


As Og ' Pp 
Tie Oe, 
auxiliary units have modular design q eerrealt : i} 

for unlimited combinations | | J OF units 


FIT TOGETHER PERFECTLY 


New square-edge metal desks and 


As easily as you once joined building blocks, IN GLORIOUS 
; COLOR TOO! 
you can now create executive, professional and . ‘ : 


general oflices to meet every working space or 
situation need. You custom-plan complete “efhi- 
ciency centers” with Modernette desks, auxil- 
iary units (with typewriter height optional), 
tables, separate tops... all available with 
square edges for perfectly flush unit-to-unit 


° . 
smart contemporary styling, the silently glid- 
alignment. All in a choice of several hand- 


ing drawers in all desks and files 


some finishes which add functional beauty On your letterhead, write for a colorful bro 


and a more productive atmosphere to any chure of this complete new line for maximum 


office. Famous Invincible features are found flexibility in office planning . . . it's free with 


throughout — the superb steel construction, the out obligation. Or see your Invincible dealer 


- ~ ‘ 7 
Manufacturers ao ‘Y 
of « omplete line , 
of desks, auxiliary v 
units, chairs, files ? 
’ busine SS engi- ‘ . 


nouee for — ' Metal Furniture Company « Manitowoc, Wisconsin 
business living ' : ? 
In Canada: A. R. Davey Company, Ltd., Factory Representative 
174 Bedford Road. Toronto 5, Canada 
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leading business firms and by local, 


THE PEN THAT FILLS ITSELF 


: state, and Federal agencies.” 


aX The 1956 Wharton School Retresher 
oe , , 
> ° Conference, to be held at the Wharton 
rae School, University of Pennsylvania, 
; Philadelphia, June 18-29. The con 
a . 


ference will be devoted to work sim 


plification and measurement in_ the 

“a office and the factory. It will be pre 

- ceded by an optional Special One-Week 
Pre-Conference Session on Basic Tools 

‘ and Techniques, from June II co 15. 
The Thirty-Seventh Annual Inter 


national Cost Conference of the Na 


MODEL 444 DESK SET 
for general office and 
public counter use 


tional Association of Cost Account 
ants, scheduled for the Conrad Hilton 
Hotel, Chicago, June 24 to 27. The 


program will include discussions ot! 
ae 
~ -. ost planning and control, control oOo 
maintenance costs, justifying capita 
* expenditures, uses ol budgets, cle 
MODEL 4410 DESK SET tronic data processing, integrated dat 
t fo) 
> e 
colored Permalite bases processing, and methods and proc ed 
laa for that “important” look - 
: ures tor smaller companies. 
, ' 
The convention of the National Ma 
: chine Accountants Association, to take 
place at the Shamrock Hilton Hotel, 
Houston, June 27-29. The program in 
* cludes conferences on electronics and 
ae MODEL 4430 DESK SET semimars on a variety ol subjects. 


onyx or Carrara bases 
that say, ‘boss man” 


Books and Pamphlets 


, Common Sense in Letter Writing 
= P by William H. Butterfield. Tackling 
4 ' an old and persistent problem, Mr. 
pie Butterheld sets forth six steps to im 
\ : bd prove written correspondence: (1) be 
' neady to wule sure you say what you mean, (2) say 

om it—don’t take half a day, (3) key 


note each Jetter with courtesy, (4) focus 


The Esterbrook Desk Pen fills itself instantly—every time 


2 P your letter with courtesy, (5) make 4 
Be you return the pen to its socket. The base holds 40 times more 
j : , A it sound friendly and human, and (6) 
ink than an ordinary fountain pen. Needs no attention for 
pcs . remember the tact in contact. Inter 
ee months on end. Try one on your desk for 30 days. Your . 0 
pease : . ir ar state Printers & Publishers, Inc., Dan 
money refunded if you are not completely satisfied. le. Il. $2.25 
ed ville, I te 


Business Information: How to Find 


CHOOSE THE RIGHT POINT FOR THE WAY YOU and Use It. by Marian ¢ Manley 

= WRITE — BY NUMBER. More than 30 point styles. Business Librarian Newark N J 
« Publi 4 265 ide t 

-} ) 


ibr 65-pave yu 
THREAD THE POINT OF YOUR CHOICE INTO THE BARREL Library pase 
finding information on all asj 


| | f 
musiness DY MaKINg use Oo the facil: 


A yah » F ties) ot trace associations, yovernment 
J | » » , , bureaus and agencies, industrial d 
{ yw \ A 3 oo 
p \v ra yp “ rectories, and libraries. Harper and 
} y AW a, 
- %y ‘nd 6 


“ BY A » \! wy Gy ; \N Ir w ? 16. $5. 
See as 3 ~ f’ 4 2? The Dollars and Sense of Huma 
; Relations in Industry, by the edito 
THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY of Industrial Relations News Ad 
The Esterbrook Pen Company of Canada, lid, 92 Fleet Street, East, Toronto cussion of the importance of mor ile 
. ° , mean to productivity and pronts, togethe: 
20 For More Information From Advertisers Use Readers 
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“ational Accounting Machines save us $150,000 
per year...return 50% of their cost annually.”’ 


—McKESSON & ROBBINS, INCORPORATED 


“We operate a vast and highly intricate net- 
work of over 100 wholesale divisions from 
coast to coast and in Hawaii. The complex- 
ity of this operation demands extraordinary 
efficiency in planning, organization and ad- 
ministration. That is why we have com- 
pletely mechanized our accounting depart- 
ments throughout the country with National 
Accounting Machines, Nationals save us 
$150,000 per year... return 50% of their 
cost annually. 

“We use our Nationals to control and pro- 
cess all accounts payable detail . . . post gen- 
eral ledgers and other subsidiary records 


THE NATIONAL CASH REGISTER COMPANY, barron 9, onio 


... prepare all payroll and general disburse- 
ment checks 

“In addition to the substantial cash sav- 
ings it produces, we are impressed with the 
ease and simplicity with which the National 
equipment operates in doing a wide variety 
of highly complex and demanding account- 


ing jobs.” 
Svbiues 


Comptroller, McKesson & Robbins, lic 


989 OFFICES IN 94 COUNTRIES 


June. 
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In vour husiness, too, National 
machines will pay for themselves 
with the money they save, then 
continue savings as annual profit 
Your nearby National man will 
gladly show how much you can 
wave and why your operators 
will he happier. (See yellow pages 
Of your phone book, or write to 
us at Dayton 9, Ohio.) 


*TRAOE MARY EG Ue PAT OFF 
Walional 
ACCOUNTING MACHINES 
ADDING MACHINES . CASH REGISTERS 
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Announcing— 
THE 1957 OFFICE MANAGEMENT 


YEAR BOOK 


will be published as 


An Additional BONUS ISSUE 
of OFFICE MANAGEMENT 


The reception of the first annual YEARBOOK published 
in January, 1956, confirmed the ever-increasing need for 
an annual review of the fast-moving trends . . . of the 
revolutionary changes that are taking place in office tech- 
niques and in the vast number of types of machines and 
equipment. 


ACCLAIMED BY 
THE ENTIRE OFFICE FIELD 


¥ r Office Mar agement 
valuable guide in the purchase of office 


equipr 


When published as a regular issue, the overwhelming 
Yearbook material crowded out some of the regular cur- 
rent features. 


ent and | am ive that | w $e 


if trequentiy dur nq the 


7.) ; 
year 


We were most tavorably impressed wit 
the Yearbook. Of specia 
n Automation, Syster 

f the Office Cor 


OFFICE MANAGEMENT has therefore decided to make 
the YEARBOOK a separate bonus issue for our readers 
to give them the vast store of reference material without 
affecting the twelve monthly numbers of OFFICE MAN.- 
AGEMENT, with their current news and regular editorial 
features. 


were the section 
Desiagr and Tos 
Office Management 
favorite publication in its field 


gratulations 


In my pir n. the context t the tf k 


was excellently presented.” 
The OFFICE MANAGEMENT YEARBOOK will be pub- 


“We believe thet you have accomplished lished annually in March. - 


6 very important tunction ' at 
so much information into one issue. 


ADVERTISERS—In planning your schedule for 1957, ar- 


| read the YEARBOOK range now to include the OFFICE MANAGEMENT 


cover and passed it along t YEARBOOK in order to benefit by your earned contract 
my assistants who enjoyed the various rates. For instance, if you arrange a schedule for six inser- 
articles. Keep them coming every year.’ 4 


tions in the monthly issues of OFFICE MANAGEMENT, 
your 7th or YEARBOOK insertion will enjoy the six 
time rate . .. with a 12-time schedule in OFFICE MAN. 
AGEMENT, your 13th or YEARBOOK insertion will en- 
joy the 12-time rate. Forms for the YEARBOOK will close 
January 15. 


office management 


The Magazine 


212 FIFTH AVENUE 


for Management Executives 


NEW YORK 10, N. Y. 


OFFICE 


MANAGEMENT 
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with a number of suggestions for im 
proving it. Check lists at ends of 
chapters focus attention on key points. 
Industrial Relations News, 230 W. 
41 St.. New York 36. $3.50. 
{dministrative Intelligence — Our 
Greatest Need for Good Success, by 
Thomas G. Spates. The first of a 
series of Arthur H. Young Lectures on 
Industrial Relations, as presented at the 
Biltmore Hotel, Los Angeles, Feb 
ruary 23, this year, under the auspices 
of the Industrial Relations Section, 
California Institute of Technology. 
The author distinguishes between 
“success” as “just making profits” 
and “good success” (a phrase from an 
old monument in Jamestown, Va.) 
as “making profits by methods that 
contribute to the growth and personal 
satisfaction of everyone on the pay 
roll,” and discusses the principles and 
the importance ol good personne] ad 
ministration as a means to this end. 
Institute of 
Technology, Pasadena, Calif. $1. 


Retention and 


Bookstore, California 
Preservation of 
Records with Destruction Schedules. 
The fifth edition of a book prepared 
by Record Controls, Inc., covering the 
organization ola records retention pro 
gram and the Federal and state laws 
and regulations affecting record re 
tention. It also contains a tabulation 
of over 250 common business papers 
and their retention times as found in 
Record 
Controls, Inc., 209 S. La Salle Str., 
Chi ago 4. $4. 


representative U. S. firms. 


lbsenteeism, a bulletin prepared by 
the Occupational Health Institute, a 
non-proht organization concerned with 
helping industry “to establish sound 


health pract 


I 
booklet discusses the responsibilities 


es and programs.” The 
of the medical department and of man 
igvement in controlling absentecism. 
Occupational Health Institute, 6 EF. 
39th St.. New York 16. 

Work Simplification on Film, a 12 
page folder listing 38 16 mm. films on 
work simplification in industry which 
ire available for rental Booklet of 
fered without charge by the Indus 
Society, 35 kb. 
Wacker Drive, Chicago 1. 

How to Calculate Ouickly, by Henry 


Sticker. A 56-page paper-bound book 


trial Management 


describing short cuts and other math 
ematical t hniques by which the user 
can greatly increase his speed (double 


or triple, says the author ) in calcu 
iting Dover Publications, Inc.. 290 


Broadway, New York 10. $1. 


June, 1956 


People in the News 


1. Bernstein has been named con 
troller of Merritt-Chapman & Scott 
Corp., New York, and Claude Burle 
son has become assistant treasurer 

Donald S. Adams has been named 
treasurer, and Leonard Orjada secre 
tary, of C. M. Hall Lamp Co., Detroit. 

Walter R. Lowry has assumed the 
post of vice president and treasurer of 
the Beryllium Corp., Reading, Pa. 

James R. Duncan is now comptroller 
and treasurer of the M. W. Kellogg 
Co. 

Larry S. Provo, vice president and 
comptroller of Minneapolis & St. Paul 


Railway Co., has been elected vice pres 


NEWEST TREND IN 
PAPERWORK SYSTEMS 


Weber Stencil for addressing 


shipments can be cut as part 


of your paperwork procedure 


Two jobs must be done before your prod 
paperwork must be 
prepared and containers addressed, Here 


ucts can be shipped 


are several modern Weber systems for tying 
the jobs together at savings in time and 


effort 


Key to the efficiency of these systems is the 
Weber stencil which is cut as part of your 
order-invoice writing procedure and be 
comes your shipment addressing master 
This inexpensive paper stencil can be cut 
as a by-product of your forms writing on 


automat equipment, or separately 


gardless of your paperwork procedure or 
the 
Weber stencil. And once it’s been cut, it’s 
ready to address labels, tags or use directly 
on cartons with Weber hand devices 


equipment used, you can integrate 


machines 


Look into the remarkable advantages of 
these Weber marking systems right away 
See the coupon below 


INTEGRATED DATA PROCESSING EQUIPMENT, 


fo — — 


WEBER MARKING SYSTEMS +« Dept 17 F 


such as Flexo 
writer (left) and Teletype (right) equipment, and other punched 
card and tape operated machines cut Weber stenc: 
user's paperwork system. Stencils can be adapted to practically popular addressing system 
any modern forms procedure 


s #5 pert of 


ident and comptroller of Chicago & 
North Western Railway Co., succeeding 
|. A. Wood, who will retire in Sep 
tember. Mr. Wood will serve mean 
while as consulting comptroller 

W. K. Spence has been named vice 
president tor personnel, 4. S. Halley 
vice president for finance, and B, R, 
Colkett vice president and secretary, 
of Fibreboard Products, San Francisco. 

Karl R. Van Tassel has been made 
executive vice president of A. B, Dick 
Co., Chicago, manufacturer of du 
plicating equipment and supplies. 

1. A. White, general counsel of the 
Texas Gas Corp., Houston, has been 
elected secretary. 

1. O. Savage has been named deputy 
comptrolle; of Standard Oil Co. (New 
Jersey). 


BY-PRODUCT Weber Tab-On Stencil is 
tabbed over ship-to area of your invoice 
bill-of-leding of shipping forms and cut 
at «4 by product of the torme writing. i 
one typing, addressing master and tormns 
are prepared with customer's eddress 


CONTINUOUS STENCIL Weber Continy 
Matic Stencils, mounted in continuous 
form on marginal punched carrier sheet 
are cut Quictly and eatily on typewriter 
automat tabulating equipment and 
other punched-card and tape operated 
machines 


f 


. 


CUSTOMER'S ADDRESS «© iv 
printed directly on cartons with 
Weber sten« hand device. This 


fast, neat and systematic 


can simplify our shipping paperwork procedure | 


r ’ | Mount Prospect, Iilinois { 
Weber Marking | Please send information on Weber Stencils and how | 
Systems _— eke ta 


oe 


Div. of Weber Addressing Machine Co Inc, Fire 
Mount Prospect, Illinois 


Creators of systems for addressing and l« ty 


marking labels, togs and container 


For More 'nformation From Advertisers 


| street 


state 


| 
| 
| 
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Edward B. Wilber, treasurer of the 
Aluminum Co. of America, Pittsburgh 
been elected a vice president. 

kilisha Goldfarb has been 
secretary of the Mutual Broad isting 
System, New York 


Martin Victor ha et 


has 


nar d 


n named sec 
retary of Babcock & Wilcox Co., New 
York 

Rune I. Swanson, formerly assistant 
controller of U, § Gypsum Co., has 
been ippointed controller of Inter 
national Minerals & Chemical Corp., 
( hi Ayo 

Illen S. Brush and James |. Hanley 
have been elected treasurer and comp 
troller respectively of General Motors 
\cceptance Corp 

George I. Lallou, secretary-treasur 
er of Budd Co., Philadelphia, has been 
elected a vice president 

Ralph M. McCreary, secretary and 
issistant§ treasurer, Pierce Governor 
Co., Anderson, Ind., has been elected 
to the board of directors. 

|. A. Hartman, N. H. Siegel, and 
G 1 Longewa) have been named 
treasurer, secretary, and controller, re 
pectively, of Detroit Steel ¢ orp. 

Wiliam G. Boggs, vice president and 


treasurer, Fidelity Trust Co., Pitts 


oe 


Deman 


. 
SOLO a 


THROUGH 
RECOGNIZED 
WHOLESALERS 
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ury, ha been elected a director o 
A. M. Byers Co., Pitsburgh 
John P. Feeley ha een named 


treasurer of American Colortype Co 
Clifton, N. J 

Charles M. Davison, |r. has beet 
nade vice pre ident finance and pul 
hases, Southern Railway Co., and ha 
ilso been elected a director of Railway 
Express Agency, Inc., New York 

William C. Buffing has been named 
treasurer of National Starch Product 
Inc., New York. 

Richard D. Nelson, vice president 
ind treasurer, Colonial Lite Insurance 
Co. of America, East Orange, N. |] 
has been made executive e pre 
dent and treasurer. 

lohn K. Hill ice president and 
treasurer, Norwich Pharmacal Co 
Norwich, N. Y., has been made senior 
Vice president oO} the company, i 
newly created post, and Gideon M 
Blaisdell, assistant treasurer, has taken 
on the additional duties ot the newly 
created position ot omprt roller 

Lloyd M. Moseley has been named 
to the new office of vice president to 
personnel, and Earl R. Silvers, Jr. has 
become secretary of Grand Union Co., 


bast Paterson, N. |. 


Coming Events 


Ninth Annual NYL Conference on 
Labor. New York, June 6-8. 

Sponsor: The Institute of Labor Re 
itions and Social Security, New York 
University. Place: Vanderbilt Hall 
New York University 


SAM Small Business Conference. 
New York, June 7-8. 
Sponsor Society tor Advancement 


of Management. Place: Hotel Statler 


Refresher Conference on Work Sim- 
plification and Measurement. Phila- 
delphia, June 18-29. 

Sponsor: Wharton School, University 
of Pennsylvamia. Place Frederick 
Winslow Taylor Management Labor 
itory, Dietrich Hall. (Note: Special 
One Week PreConterence Session on 
Basic Tools and Techniques, June 11 
15.) 


Institute on Records Management. 
Washington, June 18-29. 


Sponsors: The American University; 


{ lo page 27) 


PLYMOUTH 
RUBBER BANDS 


| pelo, to Federal Specifications 


SS... i er 


oe ‘. 


OUTSTRETCH. 


I, 


OUTSELL... — 
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B.C. Allen .... .....--- 7 
alunys gues yo finest voc 


The Low Price of R. C. Allen Cash Registers is al! the more amazing 


because of the many ‘‘extra”’ efficiency features considered standard in these 


versatile machines. Most businesses, whether large or small, will find an 


‘ ‘ ‘ 


R.C. Allen model suited to their requirements and sa actory in both service and 
value. The preference for R. C. Allen quality is natural with executives who are 

both economy and efficiency conscious. Call your R. C. Allen dealer for a 
demonstration or write us for information about a cash register to meet your 


requirements. 


R.C.Allen Business Machines, Inc. 


686 Front Avenue, Grand Rapids 4, Michigan 


TYPEWRITERS + CASH REGISTERS + ADDING MACHINES - SAFES: FILES - BOOKKEEPING MACHINES 


June. 1956 bor More Inf ation From Advertisers Use Readers quiry Coupon on Last Page 25 


a E 
aie 
as a 
bd fe 
& 
Re 
el 
a 
% 
¢ 
? af 
oe } 
eu 


; 


5 
aa 
; 
ij 
& 
Ta 


oe =a 
a uit 
a at! 
4 
aged 
ie 
cd ‘| 
uA 
i: * 
a 
re 
att 
ogi ; 
, - 
See mi 
‘ ee ~ a ¥ 
‘ es 
dhe 
y iii 
is A 
1 “See, ee 
cr. F ee 
wre ty “3 a 
Ps. Bee } ; 
ieee aw Bol al 
rae ee x Ee 
a = Pine 
ae ‘ es 
eS — ' 5 a 
: « 7) ae 
7 4 
: ihe i i 
‘ ; Seq 
- ; > . , 
* ~ . ‘ b 
4 ; , x - " sty ks e e came 
2 “e " “. . i : Feat 
+ “Ss a . ay 
‘ . ' “s 
: =. | q 
"2 ; a 4 
: Pa 
>. ! , # 
- - 7 v 7” q j 7 5" 
Bh \ aye 
Y bai q : . ct Lie 
) as 
: 4, Rar i “' . <a af # . 
a -. Pa. May 38 oo ; re ee é. 
r 7 e\ .- - F -~ ‘ o 
7 . n Ee * . oh oe | min Fs + 
, Oe : e : Bie r 
: ‘ “ty ay é 4 - y -~ , 
; re oe 3 . a oo ‘ 
7 a es ’ aS ad = 
ft ves a * a ae ' 
; ne ha — $3 
HA : . 4 ? oe 
i g a a“ 
q 7 - 
-* tiie @ : 
— : 4 i = 
fain.” Se. Fy , 
y — ¢ * “ 
>, y q wy <8 
te : ae 
a td 4 a : 
5 
ee 
3 4 


GLOBE-WERNICKE makes business a pleasure 


You'll marvel at the satisfying, tasteful beauty of Globe-Wernicke 


metal desks, with their smooth-flowing smartness and compact efh- 


| \ | | equipment with its comfort and conveniences. Handsome Streamliner 


ciency, mark your office as a pleasant business home. Versatile Techni- 
plan turns its modular components into corners to give you working 
space where none existed before. And, Globe-Wernicke files safely 
guard your records and communications. 

If you would like to see how the world’s finest office 
equipment will add dignity and efficiency to your offices, 
call your Globe-Wernicke dealer* today for free illustrated 
literature, or write us direct, Dept. G-6. 


“Streamliner” and “Techniplan” are U.S. Reg. trade marks. 


# e 
GLOBE-WERNICKE 


*Dealere listed in Yellow Pages CINCINNATI 12, OHIO 
vader “Office Furniture.” 
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National Archives and Record Service. 


Place: The American University. 


NACA International Cost Conference. 
Chicago, June 24-28. 

Sponsor: National Association of Cost 
Accountants. Place: Conrad Hilton 
Hotel. 


NMAA National Convention. Houston, 
June 27-29. 

Sponsor: National Machine Account 
ants Association. Place Shamrock- 
Hilton | lotel. 


NSA Convention. Detroit, July 18- 
21. 

Sponsor: National Secretaries Assocli- 
tion. Place: Hotel Statler. 


Conference on Records Management. 
New York, September 17-18. 
Sponsors: National Records Manage 


ment Council, Inc.; Graduate School 


of Business Administration, New 
York University. Place: New York 
University. 


AMA Personnel Conference. New 
York, September 17-19. 
Sponsor: American Management As- 


sociation. Place: Hotel Statler. 


Instrument-Automation Conference. 
New York, Sept. 17-2). 
Sponsor: Instrument Society of Amer 


ica. Place: New York Coliseum. 


AIA Annual Meeting. Seattle, Sep- 
tember 22-27. 

Sponsor: American Institute of Ac- 
countants. Place: Olympic Hotel. 


Conference on Training in Business 
and Industry. Lafayette, Ind., Sep- 
tember 26-28. 

Sponsor: Purdue University. Place: 
Purdue University. 


National Supervisory Development 
Conference. St. Louis, Sept. 27-29. 
Sponsor National Management As 


sociation (formerly known as the Na 
tional Association of Foremen). Place 
Sheraton-Jefflerson Hotel 


September 30-October 3. 


Sponsor: ( ontrollers Institute of Amer- 
tca. Place: Waldorf-Astoria Hotel. 


Cincinnati Business Show. 
October 9-11. 

Sponsor ( vcinnati Office & Business 
quipment Show (Lo imiuttee, In 


Place Hote] Sherat n Gibson. 


Cincinnati, 


1956 


June, 


CIA National Conference. New York, 


with the EDITORS 


THIS year an organization of which 


this publication is a member, the 
Associated Business Publications, 

its fiftieth anniversary. 
We'd like to use this pace tts 


month to say a lew things moult i« 
ABP. and the things it stands tor 
\ , 

They re qualities we re proud oO 

we hope and intend that Offtce 
\ e chall alway sand for 
lanagement shall always stand to 


Te) ine qualities 


THE Associated Business Publica 


tions, whos ABP y nbo!l ; cl 
played on ou; masthe vd, is alway 
issociated with another organiza 


tion. Every ABP member publica 


} 


tion is also a member of the Audit 
Bureau of Circulations, which mean 
that its subscription lists are erthed 


ind audited annually by strict and 


impartial outside auditors—yuaran 


 . 
tecing to every advertiser a verihed 


ind completely honest circulation 


PHAT is important to us and we 


believe, ilso important to you, our 


readers, But of more direct im 


wor 


! 


tance 1s the first pr neiple in the 
(Code of Ethies adopted bv the Asso 


: 1] { 
ciated Business Publication orty 


three vears ago: ~ lo consider, first, 


i 


the interests of the subscriber 


PHAT is a pledge we try, alwa 


to tre est of Our ability to ( i} 
to in these ofhce is do all the other 
pa | roulation nayazin of 
every ABP member i paid rou 
iwion nayazine ) our o miZza 


ton Motor, a new type of internal 
ombustion eng i 
that were later us d r\ Ford in ke 
ning the new enypine or fh 


product 


THESE are the sort o ectaculat 
ichievements which no publication 
in hope to achies equently ut 
Ve think it 4s igen mt that they 


LAE been chu ed ) ype malized 


PUSINICSS Map azar inh we KnOW 
that a thousand smaller, le ny 

ve instances of the ery rca nad 
yusINess magazine offer to the 


readers are being recorded every 


day 
OURS iot the publishing vorld 
ot cocktail parti first night tor 


cign corr spond nts, and stop re 

new It is not vlamorous; it wall 
never be the subject of a Hollywood 
feature or even a TV serial jul 
while ut may lack the spectacular, it 
does turnish satistaction the itis 
faction of dayain day-out contribu 


tion and service 


Wk. like it: we're proud ot it We re 


} 

proud of the organization which 
has done so much tor all of us—the 
Associated Busine Publications, a 
we are ot the tact that our pula her 
ice president and general manager 
Donald M \ ter hha cl ed ol 


the past year a ABP hairman ol 


— re oe 


Ps % a 
‘% ; ; 
ee >: 
SC : =o 
Pik 
‘/ 
. oa wr 
P ve Lig 5 3 
a " 
a 
= ARE 
ine W 
a * % 
Bee Aa 
~ - 
a 
a Es 
a ea. 
a - Wie 
S 4 ie 
ee 
Pe SC‘isT a 
Ree % 
ee es 
ES | aE. 
9 - 
Po if i 
a iia 
ae nana ? 
a 
Pe . “ ‘ i | 
Se ne | s - ed : : | 
tion. We think the measure of the itiet ear, and we extend to it a. 
' } ‘ | i mod ‘ lo i om nail , 
We iwhouse ota | trv mf a ¥ 
ica VT rhe ped harm to «ce ‘ ie aber Y) aon tt, ; re 
oles ' yrake , , y 7 ' leditor ae 4 
7 Henry Ford t Robert Beeman, Managing I:ditor ih 
r iblication the first detailed Vhomas V. Murphy, Editorsn-Chief gt 
ee description of the “Kane Pennin; Geyer-McAllister Publicats = 
a 27 ene 
wr 
i: 
. oo 
“a: rae) 


And wll sell you, too / 


Lets be honest about tt... 
the price ts what sold me 


on microfilming 


OPP eee eee eee eee eee eee eee eee reer eee errr) . 


Ask any new user of up-to-date Burroughs microfilm- 
ing, and he’ll make no bones about it. The reason 
he now microfilms (the reason you can, too!) is that 


eee eee enenee POPP ee SOC OOOSOOCCOOS OOOO COCCOOOOC TO ee Burroughs offers everything you need at a 


tor the new Micro-Twin 
recorder-reader costs less 
than you might expect to 
pay for a recorder atone! 


price easily within your reach. 

In fact, the new Micro-Twin, precision-built by 
Bell & Howell, costs substantially less than any 
other up-to-date, complete microfilming system. 
And it’s so wonderfully advanced and compact— 
you get both a Recorder and Reader in one unit. 

Simple to operate? You bet! To photograph, you 
merely load up the automatic feeder. Then, one 
after another your documents automatically peel 
off into the Recorder. To view filmed records, just 
twist a knob and rely on the exclusive Indexing 
Meter to help find the item you want. Facsimile 
prints? Of course! You make full-size ones right in 
the Reader—develop them without a darkroom. 

All of which adds up to the fact that certainly 
you can afford to microfilm! Call our nearby branch 
office. Ask to see the fabulous Micro-Twin or, if 
you prefer, the low-cost Model 205 Recorder and 
separate Model 206 Portable Reader. Burroughs 
Corporation, Detroit 32, Michigan. 


Belle Howell Burroughs 


“Burroughs” and “Micro-Twin” are TM's 
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editorial 


Its not all in books! 


é iutomation 


IN THE ADVANC]I { imteygrated data processing and 
othce tasks, 1 Ln possi ONnCEIN t} 5 s already 


been achieved being made without ple f , SC ing SCUSSION 


In change OVeTS such as are homnp on, too muci too mu h 


invested in effort ind expense lor these change upon in 


too experimental 1 fashion. The literature constantly 


expanding, but the science i an exceeding y fluid one, and 


‘ 
>’ 


irge part “0 


what is being thought, iid, and written as a record of achievement and a 


guide to action has not yet been aught vetween the s of books 


Such still transient information must be ired trom the man on the 


ation, men tied in with a job | done—personally engaged 
ideas | wctuality 
The important meetings and contere 


ofhce management which this nayazine 


papers, as well discussions carrying a great 


information } National Office Management 
Management 
as cent 
today’s office must 
tide of efficiency 


\ phenomenon of othce mat gement often remarked 


} 


number ot ieaders in it who not 


speak ind write clearly and Oopru 
MANAGEMENT iS lortunatle il leed 


in Iria ; 


men in the 
preparation of its editorial content. 


June, 1956 
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Organization for foreign operations 


stressed at AMA meeting 


Frederick E. Pamp, Jr., Cleft) manager of the AMA’s new division 
talks to reporter at first conference of the LMLA, 


TWO MAJOR CONFERENCES, one 
on management of foreign operations, 
the second on imsurance, were spon 
sored in New York by the American 
Management Association during May. 


he conterence on manag foreign 


ing 
operations marked the first formal 
neeting ol the 4.M.A. newly organ 
ized International Management Asso 
ciation, a subsidiary association created 
by the management group as its ninth 


operating division. 


The newly-created nanagement 
group, which was incorporated early 
this year, will build it program in 


two phase \, wcoordinyg to A.M.A. of 


hieers. The first phase will consist of 
i series of conferences, and seminars, 
of which last month’s was the first, 
held in this country epresenta 
tives of American and Canadian com 
panies that have overseas unit Che 
econd phase will consist of a “series 
) rclivits in management educ a- 
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Quotes from 
the meetings— 


Suddenly imposed local re- 
strictions often force an Amer- 
iean company’s first consid- 
eration of manufacturing in 
a foreign country — Roland 
Burnstan, Borg-Warner Inter- 
national Corp.—t!nternational 
Management Conference. 


Management fundamentals 
for foreign operation are pre- 
cisely the same as for Amer- 
ican operations; it is only the 
application of those funda- 
mentals that must be altered 
—. N. Galer, Chrysler Corp. 
—tInternational Management 
Conference. 


Superimposing major med- 
ical coverage on a basic hos- 
pitalization plan will not give 
a company control of costs on 
the basie portion of the plan 
—John A. Fuller, Shawini- 
gan Water & Power Co.—\In- 
surance Conference. 


tion designed to widen the manager 


executives overseas 


i. i wiede 
lal KNOWICS ge ol 


ng employees of foreign firms 


as well as American and Canadian 
firms. 

At the I.M.A.’s inaugural meeting, 
held at New York's Hote] 


April 30-May 2, be an audience of 
400 busine 


Roose ve lt. 
lore 


ceaders, two of the hilteen 


presentations made dealt with foreign 


operation ropicmMs Oo cular 


} ! >» pi con 


ern to ofhce administration in Amer 


ican compant now conducting or 


planning to onduct operations abroad 


the ope niny 


I he s¢ | 


were pre sented at 
ion of the 
Roland 


Borg-Warner 


morning t 
Monda Apr 


in, President, 


conterence, 
, 
Burn 


Inter 


30, by 


national Corp., ¢ hic vo, I 
on “Overall ¢ 


Particular ¢ 


ll., who spoke 
riteria Sele 
ountry 
ision, Chrys 
cussed “Or 
x Foreign Operations.” 
ol apparently 


a necitn 


her than j 


very often dictates 


reign country over 


or i sub 


Mr. 


foreign 


ration, Burnstan told 
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the oy 


t 
that 


connie 
rect in 


“In 


Structu 
weight 


pratte rm 


Doe 


Ve ry 


con ice red 


enoug! 


retain 


market. r' ler t ‘ t 


“Tf 


criteria for sele 


H. J. Heinz, 1, president, H. J. Meing Co., Pittsburgh, delivers 
the keynote speech at the LVLA. meeting—"Whs Abroad?” 


' 


warned live mswer, the 
| re vid It th 


the nil 


ning day group. He problem some 


tion cannot be what sierp lati 


1 to those which usually di not the case requires some 


iter 
ade 


other 


1 
estment in this country further analysis oa gre 


addition to the usual studies of narket « ts but h ' Pr 


raw material labor, quately 


re and required investment, ver econd 


must given to ownershy ithirmats then a 


and omplete tudy o! the cconomic situa 


country concerned is in 


dl tion of the 
dy ited 


. , - ° 1 company procedure 
*s volume justify subsidiary ’ : Hal i 
fil ie i 


olten a foreign Operation country mito 


when a country mary then, when 


1 
iny has 


American coms 


{ rod wt 


repre 
the re 
4 con 
dered 
operation 
\ ith ny 
aur ra} c tha 


sideration ha 


iffected 


1 to wa 


the 


“In 


mH ide 


om pany 


the x voilum ‘ ny omecone yanization 


working di n tl d terri 
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tory. In cases where we do not have 
representation qualified to do this 


work, we have resorted to outside 


sources, and, in one instance, even 
had a complete survey made by a re 
search organization specializing in this 
held 

Foreign labor, even in presumably 
“backward” countries has never proved 
much of a 


W orst tactors 


ket are restrictive influences stemming 


problem, he re ported, 


affect ny the labor mar 


either trom local custom or govern 


ta) 
ment action. 


Che final problem that we have en 


countered is ownership, he said. 


‘Generally, in this country, I be 


lieve the attitude prevails that if your 


activities are expanded, they will be 


part ol the existing entity re 


gardles 
working relationships, and that 
it will be entirely owned by the par 
ent orgamzation. I believe that I am 


sale in Hutioning you that this may 


not always be the best policy abroad, 


In our own case, we began with minor 


ity ownership ol companies that were 


operating under license from us to 


manulacture one or more ot our pro 
ducts. 

Other American organizations have 
found it wise to buy an interest in an 
existing but entirely separate foreign 
firm, simply to establish themselves in 
the loreipn market, he went on. 


“There are certain advantages in 


having 1 minority interest held by 


nationals of a foreign country,’ he 


concluded. “We found this to be par 


ticularly true in countries that had 


been somewhat slower in their de 


velopment but which are moving ahead 


ut the present time The foreign 


government is sometimes inclined to 


be a bit suspicious of an overwhelm 


influence from a dominant econ 


ny 
omy; if some of their own national 
ire participants, it 1s olten possible to 
yet closer and more enthusiastic co 
operation.” 


Fundamentals similar here, abroad 


Management fundamentals for for 
eign operation are pre ely the same 
is those for domesti operation, 


I 
is only the application of those funda 
nental tnat must be alt read im given 
foreign sittation 
| 
yroup in his talk on Organization 


tor Fore in (dp ration 


Foreign ubsidiars ire olten cre 
ated by an American industry whicl 
has been market ny its product 


through a foreign distributor, he said, 
but finds that the distributor is con 


tent to maintain a constant level o 


sales, during a period in which th 


manufacturer wants to increase sales 
ol his product. 

“The toreign subsidiary operation 
in be integrated as a vital, directable 
fighting unit within a company’s over 


all foreign plan,” he declared "i 


an develop and promote an export 


1 BS a al 


market of its own because sterling 


automobiles can be sold in_ places 
where dollar automobiles cannot; that 
goes for Belgian tranc or German 
mark automobiles as well.” 

The speaker said that his company 
furnishes its foreign subsidiaries with 
appropriate piece ol 


every operating 


paper and form or procedure used in 


this country, for their “adoption or 
adaptation, or merely for intormation”™ 
as they see fit. We adapt our 


American way of doing things to 
meet the loreign market requirements 
woth in respect to products and pro 
cedures.” 

Organization charts are even more 
operations than 


essential in foreign 


they are in domestic, however, he 


mtinued, because his company Ss €x 


perience has shown that the duties, 


re sponsibilitic sand sphe res of authority 
of subsidiary company executives can 
not be too clearly defined Failure 
to detine these areas can result in 
half a dozen bosses.” 

His company does belie Ve how cT, 
that middle and senior management 
evels, at least, in foreign subsidiaries 
should be manned by nationals of the 
subsidiary 1S 


country mn which the 


operating, he declared. Top manage 


nent should be “either nationals or 


1 ’ 
internationally minded Americans. 


His company’s foreign subsidiary 


COM pany managements have great 


(To page 44) 
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A welcome coffee break for speakers at the largest conference ever held by the AMA Insurance Division 
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Report at 


press time 


Program is crowded as organizations 37th Interna- 


tional Conference in Philadelphia gets under way 


SPRING and Fal! are always the peri wo the first time the rang 


ods when conterence wlivitvy in. the covered at the conterence > wel 


: . : 
Various manayement fields most close! that mw has been 1 P if to edule 
associated with office problems and ad four different session imultaneo 
ministration 1s at its highest, and from Maior ibyects being covered at 


; ; | 1 r 
number o onterences held Pinilace } 
18) ir tn year I 1 ring to em 


hasize the trend, rather than merel cessing. and 


The Nationa ( thee Manageme it R. ¢ rev. Clommon . 
\ssociation, whict holding its 37t Chicago, and Sidn von Arthur 
International Conterence and kquip Andersen & Co., Chicago, d , 

ent Exposition in Philadelphia, May “Flectron Ap; tions in Ia Or 


mu } Lgl } Th ‘ i 
activity in the held in another way M. Knox, of the Frank M. Ku C4 
NOMA traditionally has its interna Inc.. Cleveland. on “Forn 


" ' | ' ‘ ; 
tional meeting in May mut this yea ind John | Shatter, of the Metropoli 


June, 1956 
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J ito, OF Mi } ind Procedure “i id 
Wn teyrated data pro New York. on “Obta ' Employee if 
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How to analyze and revise old forms 


for maximum effectiveness 


Design of a new form is an important subject, but far more 
frequently the revision of a form already in use is 
called for. Here are some guides to follow 


in making that old form more useful 


by Leslie H. Matthies 


Presidemt, Los Angeles Chapter, Systems and Procedures Association of America 


MANY OF THE articles and book that will make the form better. That Get and Study Used Forms. Don't 
chapters that are written on the sub is your torims goal a constantly yo into the stationery stock room and 
ject of “Forms Design” assume that improved administrative tool, get a sample of a fresh, new form for 
you are creating a new form. How You can accumulate suggestions for your analysis of a possible revision. 
ever, if your experience is normal, improvement by “flagging” your forms This is the amateur’s approach. 
youll find your daytoday design folder. Then, when the form comes The professional forms designer 
work is primarily a job of revising up for re-printing, you can incorporate wants used forms. He wants the 
forms that are already in use. You'll the suggested changes sf the grubby, marked up, stamped, stapled, 
be making an old form better, or are truly improvements. The little flags and dog-eared forms. 
adapting it to changed conditions. Sel in your forms folder can be pink One used form will tell you a lot 
dom, possibly only one time out of paper, and they should state about your form. But get a number 
ten, will you be faced with the prob 1. Who made the supyestions? On ol samples. Select them at random 
lem of producing a new form. what date? Spread them out on the table in front 
Where to start 2. How does this idea improve the of you. Lay them side by side. Study 

lecumulating Changes. As a form form? them. 
bounces through the system, day after 3. Will it affect any other user? You'll be surprised how much you 
day, people who work with it find If the suggested change wll affect can learn from such a study of used 
that it could be improved other people, of course, you'll want to forms. 

Encourage these people these check out the proposed change with Were rubber stamps added? Was 
users to make suggestions on changes them before you approve it there a place for the rubber stamp? 


The people who actually use the forms can suggest important improvements 
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Reme mber that a rub eT stamp applies 
ldiy 


agai lion, 


data to your form. And 


fill-in-data 


thi may mean additional 


in the rubber stamp section, too. 
List all the captions on the form. 
Examine the fill-ins in response to 
the captions. Do they make sense? Are 
they uniform? 
Alter studying your used samples, 


iptions amd data responses as 


Any form can be improved 
Usage Sharpens the Form. Nobody 


ever ce signed a pertect form, the first 


time Almost any for n can be im 
proved, refined, or sharpened. 

Usage sharpens the form—tells you 
how to make it a better tool. Be sure 
you encourage suggestions trom the 


users 


The used form works. It has had 
ts shake down. The “bug ire out ol 
it. It ha gon through the test of 
everyday Dumping through the ‘VS 
tem It has been mailed, read, typ 1, 


idded to. filed. referred to 


Prac lice Speeds 


Up This Analysis 
You nay think I’ve suggested that 
you check a lot of things on these 
used lorms 


And I have. 


Do it once and it may take you a 


But here’s the secret. 


lot of fumbling and an hour’s time. 

But study a dozen, just as I’ve sug 
gested here. On the twelfth one 
you'll find that you can breeze through 
an analysis of this type in 10 min 
ules. 

And then you are a real designer. 
all this 


analysis of the used form is for just 


All of this of @ourse 


one purpose it leads you to im 
provements in that form 

Naturally, you incorporate all de 
sirable improvements in your new 
design. From this point on design 
principles are the same lor ¢ ther new 


or revised forms 


Were any notes added? Every time. 


e 
St 


uld some of these 


tes be 


IpPliONns ¢ 


ideas for forms revision in a “flagged” forms folder 


yy explanations They 


! 


, If they are 


they appear on 


Are all 


never 


there other 


pace 
Spa 


truly constant 


c 


s 


very torm 


used? It one 


used, why not drop it 


that people ar 


evidences ot 


c 


these 


iddiny 


included as permanent printed 


vould 


sp ive 


Are 


copies 
pl 


lor 


which you now provide no captions 


Arc spaces wide enough 


in hits? 


fill-in is lost in the space? 


What 


about 


Is it always typewritten, always 


written, or 18 ita combination of 


3o the fill 

Are spaces too wide so the 
writing on the torm? 
hand 

both ? 

item 


Could the form do with a few 


ot 


Are like entries grouped? 


instruction here and there 


ls Form Data Zoned? Now \ook at 


the forn 


ter « uo ne ? , 
items £ rouped toge ther 


1 for 


Fon 


ny. Are rel 
Study 


just 


this one phase for a while. Does the 


lf break 


form c 


tion 


sub-section 


\re the 


| 
into lov i 


captions withit 


related in my 0 


Data Responses on Form Sam ples 


Captions Sam ple Form | 


Reque sted by initial 


Drawing No 5 digits 
Original cate 11/22/56 
Req No not used 
Revision dat 11/18/55 


Sam ple 


Form 


) 


Sam ple Form 3 


initial 


ppiles i) Ip pip, ound m one 
irea on the form 

’ Does all data that on person 
would want to read at once, such as 
everything to do with invoicing, ap 
pear in one zone for the invoice clerk's 
convenience & 

Lack of zoning makes a form hard 
to-use. It makes for a “jumpy” form 
a form that makes you dizzy as you 
search around for the pieces of in 
formation you need 

Most forms work like a bucket bri 
pace Data is passed long from one 
form to another In such cases, zon 
ing can help tie rel 


Kee 


zones on all the 


ited torms together. 
» the gyroupinys of data in similar 


re | ited forms 


In revising a form, remember 


Give specific instructions as to 
what should be filled in, and 


how it should be entered... 


Lliminate all portions not per- 
tinent to the form's purpose, and 


not being used at present... 


Allow sufficient space, but not 


too much, for all portions that 
may require entry of detailed 


data... 


Group categories of informa 
tion relating to one subjeet or 


project in one “zone”... 
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Seven sacred cows of clerical routine — 


do we need them ? 


Offices complain of red tape, but are the standards 


traditional to the office the real cause? The author says 


yes, citing seven areas of superfluous activity 


by Arthur Barcan 


Paccutive Director, Heeords Management Inetitute, New Vork 


VIELAS CARRIED THE world on his 
houlders That was quite a weight 
lo support but then he wa not yoiny 
inywhere Paperwork is expected to 
make progress in the face of similar 
formidable burdens—the “seven sacred 
cows Discussion of these sensitive 
subjects may not change their statu 


We hope it will explain just why tech 


nology has produced records faster 
but has made no comparable gains in 
lower cost or higher quality. The fact 


is that our latest data stil onfirm the 
neral trend toward higher costs and 
dryer volume in creating, processing 


ind hing papers 


Let us jointly look at some of the 
dead weight we insist on maintaining 
1. Personnel and Paperu ork Pits 
the poor tactory employee, for he must 
surely be a man of low morale. He 


creates a product, but nobody lets him 


keep one as a reminder on his shelf 


or in his lox ker. Now his 


ousin nN 


Job specifications for the most routine operations stipulate ambitious 
and intelligent people. Result: boredom, tarnover 


36 


the ofhce 1s in a far better position He 


is permitted to “participate by re 
I } } 


taining a copy of each of his products 
(letters, reports, etc.) and 1s equally 
adept at retaining copies ol the pro 
ducts of others as well. 


Consider too the short shrift made of! 
employee interests and skills in the tac 


tory. Where factory operations may 


vw technical but tedious, we hire ap 


Where finished goods are 
traveling from assembly into shipping, 
ve automatically look for the shortest 


distance between the two points. 


propriate ly. 


High standards can be mistake 


Nothing so crude occurs in the office. 
Job specifications for routine repetitive 
| " "nm 
clerical operations continue to call lor 


t 
bright, ambitious and healthily curious 
yraduates. Such factors are then im 
mediately brought into play In such 
operat ons, brightness encourages early 
boredom, ambition stimulates a wander 
“greener jobs’, and curt 


osity que stions just when all the re 


ing eye for 


quired skills will be utilized. Such 


introspection successtully minimizes 


productivity which is a mundane job 


factor more appropriate tor evaluating 


In the office, 


' 

lower trained personnel. 
, 

we show our concern tor routine tasks 


and possible boredom by combining 


h tasks into one job 


jobs ire better than 


two or more suc 


Why two boring 


s 


something left unexplained 


one ts } 


\s lor the 
paperwork operations, this ts limited 
to situations in which the supervisor 


straight line theory | 


does not rat high enough to make 
himself felt. Surely, no one has seen 
the mean lering distribution of uch 
basic documents as purchase orders, 
nvoices personne] actions of ouch 
ers, without appreciating the gente 


nanly way in which the ofhice keep 
everybody informed and protect d. Cost 


| ] . 
occasionally rears its ugly head yu 


»* 


it is promptly tabled for review b i 


appropriate company committes 
Human factors are important It 


goes without saying that job satisfac 
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“We 
tion and morale are equally vital. Of 
ourse, we could start hiring persons 
who would accept routine and take 
pride in the unit. We could recog 
nize good work when it is done, 
express constructive interest in person 
nel activities, and explain the relative 
importance of each job in the total 
picture We could do ill the se things 
but at the risk of giving up ous 
detense on the unique character of 
clerical personnel And it has been 
a good defense in depth for so long 
now ivainst many a short-lived anti 
paperwork crusade 
, Pity the 
Quality for 


Ouality and Paperwork 
poor production man. 
him is a ompli¢ ited matter of toler 
ances t..003 inches for a thread or 

02 tor an angle brace. Morever, 
he weighs engineering 


pressures tor 


} 
accuracy against sales pressures for 
deliveries and against the “old man’s” 
pressure lor net profit. 

No such problem confronts — the 


idministrator. He has 


‘ ' 1 
before him an absolute standard of 100 
‘ 1] 
percent i“ Iracy fof ii} ore ords oper 
1 , 1 
ations Sure, people make mistake 
because of} wredom, fat vue ind dis 


strator 
hum in 
upon 


iver of inspection to try to reduce the 


imber ot error going out The of 
iver Oo l pection lo not onstitute 
wreventive naintenance; they do noth 


wortn of ma 
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impose layer on layer of 


inspection, catching past errors, but not 


tion Fach bill tor the $50,000) o1 


tor $50, however, 1s checked and cro 


checked in great detail No ugly 
doubts about balancing costs vs. value 


received enter our ofhice 
Why the fear of quality control? 


Quality control can be introduced 
into the ofhce to establish economk 
standards for cost and quality. It 
is, however, a foreign doctrine that 
might best remain in the Production 


| landbook 


admit that something less than 100 


First, we would have to 


percent accuracy 1s efhcient in paper 
work Second, we would have to 
establish just how accurate it paid 
to be—and that is decision making 
1 ' 
In a4 DI Way 
Companies do 


go so tar as to set 


' , 
up idjustment offices to handle com 


' ' \ \ 

piaints, but the error or low quality 
" “ey ‘ 

iS usually the fault of the other fel 

, y 

low”. We know that quality contro! 
1 

IS WOTKING In the factory with positive 

ivings ind benefits We even know 

+ | ] 

0 cier i operation that nave uk 

U Pully ipphied entin quality mm 

prove nent It 1 even po r¢ ve 

\ 114 ' 

near to estab yitt j i tler oOo 


iuse we are different \rent we 

Common Sense and Paperwork 
By 1 { rentit quaiit ( trol or 
other high leveloped te ‘ 


bolstered 


preventing new ones... 


control, two sessions on filing amd a 


linner meeting on clectrom data pro 


, , 
essing Certainly nothing has man 


. 


ived 78) well to KCC) paperwork Opel 


ions in semiethciency and deserved 
disrepute Hire file clerks to estab 
lish systems and then point to the 
sunplicity of their jobs Hire ofhice 
managers and prive them so many fe 


sponsibilities that they do not have 
the time to he expert at any 
Without a show of hands, we can 


pomted mnstance 


sti locate Sore | 


where, irmed vith common sense” 
ind uninhrbited by fact or experience, 
COM Panes have cleaned u the me 

We have in our research files two per 
sonnel! forms that were onsolidated 


into one ifter i common ens 


treatment: on one side is the intro 
duction of i new employee to hi 
upervisor; on the other side is the 
employee layofl notice The trau 
math eflect ol i h i form on the mV 
employee was never a curately mea 
ired 

But 0 ourse th } ipy™ alte 
{ prarine j f j ‘ | i 
Va } other ; inne hat a om 

mn ens mproaa i ilis ‘ 0 


were: hou A 0 lem et 

hile i lent la Sdlurda 

rates of pay of Sat ha vor which 
vt } ire ie ruth ed ho aa 
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traction, but our adm day just what the cost and quality respondenc va iphabetica ry oF hs, 
conde end to idmittin of a paperwork operation hould key vord | 1} t ‘ t id ‘ lure a 
ure Instead, we yay But it would not work wit is he in a legal file. the ke eel slavaadl Ni Ag 
| : fe 
PP em, 
} | } 
ing to avoid errors in the first place. record nanaygement plays havo with for employees each year? any 
Inspections, however. do build up im i ivorite thes iround the = ofhce In the held of photo-duplicatu hy “i 
pre ive lists of what error ire aught I} 1 the do-it-\ irsell tect que there ire at icast ‘ i | ne r ind ' a ’ 
each day hased o the fi pant a im ption that hive t that man le and in a. 
Fifty thousand dollars —_—~6 common sense can tackle all problems, facture How do we use common i 
terial is accepted after sample inspec ‘¢ ed be three articles on form (T> pace 61) ‘i — 
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Part ! 


How you can read faster 


while learning more 


by Dr. Nila Banton Smith 


Director, Reading Institute, 
New York University 


From a forthcoming book by Nila B. 
Smith to be published by Prentice-Hall, 
Ine. Copyright, 1956, by Prentice-Hall, Ine. 


BEFORE YOU 


You look over 


BUY 


the 


aocar you shop 


VATIOUS makes and 


‘size up their appearance, special fea 
tures, colors, promise of yood pertor 
mance, price, ete, Similarly you 


should “shop” before you “buy” an ar 


ticle to read. By “shop” in the read 


inp situation, we mean taking a pre 


view. By “buy” in the reading situ 
ation we mean settling down and 
reading the selection as a whole. A 
hook, chapter or article has certain 


charteristics just as does a car or suit 


find that 
has 


the way for speedier and more com 


to read the article, you will 


your pre reading insight paved 


prehensive coverage ol the printe } 
papyt 

Some techni jues to use in making 
a preview will be discussed in this 
chapter The first step to take al 
wavs is to study the title The title 
holds a world of information for you. 
It tells you concisely what the selection 
is about. It gives you a qui k cue as to 
the topic of discussion. Consider the 
title carefully. It may be a deciding 


factor in determining whether or not 


you want to read the selection. If 
you decide that you do want to read 
K. then you have advance intormation 
in regard to the subject discussed and 
can read in terms of the promise that 


the title holds out to you. 


or a shirt, which you may note in Next, glance through the article 
shopping before you read, If you to see if sub-headings are used. If so, 
will study these characteristics they you will find that a quick survey of 
will afford you very valuable pre these sub-headings will be very val 
reading insights, uable to you. You should consider 
In some cases the preview will pro each one for the information which 
vide you with all of the information it actually gives or which it implies. 
that you desire and you won't find These sub-headings are the major 
it necessary to read the selection at topics in the author's outline. They 
all, In other cases the preview will reveal to, you the important topics 
“whet your appetite,” increase your in the structure of the article as a 
interest and strengthen your personal whole There will be occasions in 
motive for reading. In the latter which a preview of these sub-titles 
cases when you actually do begin will tell you all you want to know. 
Total time : 
Reading Rate t 
Comprehension Score : 
Rate Table 
MIN. gi/2 5 31/2 3 91/2 2 11/2 1 
UTES +: sets 8383 t333 8 sssess sess ssesss 3 srssss 
£ CHEE THKTES SLES SETESS SISs Lessee sess sessss sess ssssss 
WPM 136 150 166 187 214 250 300 375 500 750 


times they will 


\r other 


terest 


serve as in 
different 
door openers to bet 


that 


leads to reading the 


and as 


sections, 


ter the 


j 
i) 


understanding ot text 
1 
1OWS. 


aids 


| 
next turn your attention to them, 


If any visual are furnished 


and 
uids for their mean 


study these visual 


ing and significance. Illustrations may 
| 


accompany the selection If so, look 
at them carefully. They will aid yous 
comprehension by giving you a vivid 
mental picture of people, things and 
locale dealt with in the context. If 


Your 


more meaningful if 


maps are provided, study them. 
reading will be 


you have precise geographical loca 


tions in) mind. Often graphs and 
charts are provided. If so, study these 
carefully before you read the article. 


They will give you a quick grasp ot 


relationships and proportions amongst 


data which will be discussed in the 
text. 
Check paragraph length 
Next examine the length of the 


paragr iphs. Turn the pages quickly 
and find out if most of the paragraphs 
are short, medium or long. Remem 


ber, each paragraph isa thought unit 


One idea is developed in each one of 
them If there are many short par 
graphs this is a fairly reliable indi 
cation that the article is heavy with 
detailed ideas On the other hand, 
if the paragraphs are long then the 
text 1s coarse my in other word the 
number of different ideas which art 


developed will not be numerous 


11 


Finally, after you have done all of 


above » Mm ike an 


ike 


the things suypest d 


estimate of how long it wall t: you 


to read the article. Count the words 
in a few lines to find the average 
number ol words per line Then mu! 
tiply this number by the number of 
lines in the article. Once you have 
estimated the total number of words 
in the article, decide how long it 
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I take you to read it. Don't 
x” easy with yourself, Set as short 
i time nit as you think you can pos 
sibly meet. Then live up to it! 


‘ 


' 
\ selection is presented below fo 


your us n applying the techniques 
which were discussed above. This 
rticle is not a ompanied with a 
ture, map of graph, so studying 
isual aids is one te hnique which you 
will not he able to apply in 
All of the othe rs, howe ver, you should 
Follow these instructions specifically 
1. Study the title. 
?. Extract all of the information you 
in from the sub-headings. 
3. Decide upon the author's pattern 
writing. 
+. Note the length of the paragraphs 


} f 


». Estimate the number of words 


ind set a time limit for yourself (Keep 


} 
t 


» mind ne pattern of writing and 


the length of the paragraphs when 


! 
estimating speed Both of these fac 
tor are important to you in decid 


ng which of your speeds you will use.) 

6. Jot down your beginning time and 
read the selection When you have 
finished note your ending time in the 
appropriate space, 


Force your speed as fast as you 
an and still get detailed meanings 
This article is of the technical typ 
on which you need more practice at 
this time. Your comprehension of de 


x checked follow 


tailed facts 


ing your reading of this selection. 


Electrical safety afforded 
by steel conduits 


50,000 tons of rigid 


‘Each year about 
teel conduit is produced, on the aver 
aye, to help protect buildings against 
electric service failures and fires. The 


onduit is a steel tube which has es 


re ally yood bending properties, It 
installed in buildings to provide 
issaye-way for the electri system 


*Preview” what vou want to re by tithe, 


Other types widely used 


In addition to igid steel conduit Conduit installations are re opn zed to d ipate heat hue ft over oading 
ind electr il metalli tubing, other r) yuilding ofhcials, che Bn ehpineer 0 the circeutt tri riinitinizinng = the 
types of tee] racewavs are nade which ind insurance om pane is the ilest fire hazard 
ilso have wide application They in viring method Phe teel protect Rewiring facilitated 

ide flexible tec! onduit and ar Ihe wiring ysterm from) mechar , 

red ible irface metal raceway damage ich a tting or crushing Insta aor 

lerfloor raceways, cellular floor luring the building construction per ~ we Mexth 
vaV ind wireway od Properly talled onduit seal maildin , ! 

R 1 steel conduit i videly used the ent clect i em against the aS uu , 

. the addition of 
‘ i esidentia idustria . me 0 wate nen . ind ex 

1b Nat il | t i] ( ode i! . 4 ma ! that — Fo 

zara ocatt where explo ‘ ( i I I t wort cw “+ ven 

‘ here exist On v 1 he 
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Part 2— 


View company Operations as a whole 


MA speakers urge 


Company's internal structure keystone to its effective- 


ness in all operations; continual systems analysis gives 


results, office management conference hears 


STRUCTURE, the way in which the 


organization is designed, comes first is 


in 


1 
wyanization planning, for future op 
Kimball, third 
“Lockheed 


Management Planning and Control 


eration Herbert G. 
ol the spe ikers on the 
Panel” reported at the special office 
nanagement conference of the Ameri 
in’ Management Association held in 
New York in April 

Kimball, who is director of organ 
ization planning for the Lockheed Air 
ralt Corp., quoted Harlow Curtice, 
president of General Motors, as saying: 

“People make the difference between 
one organization and another, but the 
people of one organization are more 
eflective than those of another because 
their organizational structure enables 
them to work as a more effective team 
and because their organization's phil 
osophy wives them a_ better approach 
lo problems.” 

“In our own case,” Mr. Kimball 
said, “I think our master planning 
rrvust parallel General Motors’ ap 
proach: that is, ‘bringing a research 
view to bear on all phases of our 
business Then, given objectives, 
organization must come next, Given 
a job to do, we have an organization 
to do ita structure within which peo 
ple can truly hope to be effective. 
Vhen—but only then—we have to staff 
it with people, equip it with plant and 
machinery, supply it with tools and 
materials, finance it with money, reg 
ulate it with policy, coordinate it with 
procedure, set it running, and watch it 
work.” 

Describing the way Lockheed is 
organized, Kimball said that it is 


broken down into six units: Corlac, 


40 


the top planning and control unit, and 
five operating divisions, California, 
Missiles, Service, and Ter 


minal. There are two basic division 


Creorgia, 


of labor within this organizational 
grouping; the first between Corla 
and the operating units, the second 
within the operating units themselves. 
The first division is made on the 
basis of function, the second on the 
basis of product. 

“Within each of these major or pri 
mary units, we make other divisions 
of labor,” he continued. “Essentially, 
we make our first with each unit, 
including Corlac, by kind of work or 
function—general management, en 
gineering, manufacturing, selling, ac 


counting, or the like 
Lockheed’s staff organization 


“The staffs engaged in organiza 
tion planning and control are the Or 
ganization Planning Staff in Corlac 
(my own staff)” Kimball declared. The 
other specialized staffs in Corlac; the or 
yanization planning staffs in the operat 
Ing divisions; and the other less Spec ial 
ized, more personal staffs are attached 
to line branches. These staffs all exist 
primarily to help our line managers 
decide and maintain the organizations 
they need to do, the jobs they have 
to do, On the planning side, we help 
them identify all the work they have 
to do—line or staff—to reach our line 


objective 5 Then we he ip them divide 


it, either for retention or assignment, 


$0 as to get it done as easily, ple isantly, 
| 
and inexpensively as possible, On the 


control side, we help them be sure that 
once plans are set, they are followed 


through in practice.” 


Only a branch head's personal staff, 
ind his own division planning staff 
normally help him pian the structure 
he needs within his own branch, Kim 
mall declared: there is no uniform 
structure imposed trom above. 

The fourth Lockheed speaker, Nor 
man J. Ream, director of systems plan 
ning, said that Lox kheed S primary in 
terests in the systems area are 

“To seek a refinement ot input in 
formation as well as a clear definition 
ol output requirements sO we Wil 
POSSESS the necessary tools for the de 
termination of current Operating de 
cisions as well as long range planning 
requirements 

“Second, we are interested in de 
termining what effect integrated data 
processing techniques will have on the 
existing organization structure. 

“Third, we are interested in deter 
mining what effect these improved 
techniques will have on the economies 
of the company’s operations.” 

He defined as the functions of Lock 


heed’s systems staff: 


1. To analyze current policies, sys 
tems, procedures, and methods to as 
certain the essentiality of existing prac 
tices and techniques, and determine 
the necessary improvements to simpli 
fy or reduce administrative work and 
processing time span. 

?. To coordinate system studies of 
administrative and clerical activities 
being conducted within the operating 
divisions of the company; to keep in 
formed on each study, and disseminate 
such information to interested mem 
bers of management. 

3. To develop work simplification 
and work measurement techniques 
covering administrative and clerical 
functions for use of management and 
lor comparative purposes when eV il 
uating project developments. 

4. To conduct continuous research 
in new and improved systems tech 


niques and practices, and disseminate 
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ure of its management control activities 


injormation to management to pro 6 The research and educational trom data processing equipment and 
mote the improvement of administra program. improved punched card iccounting ce 
tive operations Under the systems program, the vices, making  speeih recommenda 
) To de velop and maintain a staff will survey all company proced tions for appleation, utilization and 
library of information on systems. pro ures with a view to standardization. economic operation of the equipment 
cedures and methods in use within work simplification, and quantitative As a result of research we hope to 
the ompany, and subject material work me asurement, and recommend establish the basi requirements for the 
gathered from outside sources, tor use changes cle signed to improve the pace justification of use of all such equip 
7 ol management ot the work flow, and the degree ol ment and the determination ot basi 
6. To do research on new equip management information, the speaker ost factors tor budgetary control pus 
ment ind proposed developments, in declared poses 
ding el s, and develop ne T! ls manag , “The systet | 
ciuding electronics, ane ageveiop new ne recorags management program « systems evaluation program, 
. 4 ] ’ { 11 11 " ‘ 1 a 
applications for existing, improved or will survey all records with a view to he concluded though it could be 
new typ of equipment, and, to eliminating as much unnecessary stor considered the concluding phase of 
keep nanayement informed of new ape as possible | ventually, there will any Systems program 1s cle veloped 
] 
or improved types of equipment, and be i complete records — retention separately Thi primarily because 
, , , , , 
the possible application; to estab schedule for every paper generated its empnhasi ! upon the COM parative 
lish standards and recommend uses of by every department in each division neasurement and evaluation of the 
equipment that wall result in improved of the ompany Surveys already WOrK perlorimne 1 following the stand 
ethciency and control under way in one division lead the irdization which results from the de 
These functions will be carried out company to hope that eventually as clopment of revised procedure Th 
within a framework of six programs, much as 27 per cent ol the paper program in only start alter sufhicient 
Ream said. The programs held in forage may he eliminated. time ha elapsed to permit an accur 
} equipment standars te evaluatio of ¢ t ‘ | 
1. The systems program Vhe quipmen standard pro i iluation of results and final ad 
; - leals with ti levelon oll — ; ’ lural methods | 
‘ Zram deals ith the cae clopment of yu nen Of procedural metho« ane 
The records management pro ‘ , : 
ipplication of offices equipment in a organization deta) Phi activity 
gra ; ‘ } 
cordance with the requirements of houlkd not he ontused with the a 
3 ne c ipment stand; s pr ’ | 
I quipm standard ed the ystems, procedure ind methods t ti of our interna iuditor 
rar (other than electronics). , , ’ j ry 
mee ws ’ ate cron } in which they ire ultlize 1, he said | c hina Lo Kheed pPcanc#;r Wi 
{ | 1 . - . ‘ : 
’ Uhe clectronics standards pro The electron tandard program Ham J Lehmann the con iny Ss gen 
gran wil encom pa leta t ide ; of ay itl eral iuditor, develope 1 the the ne sug 
The systems e' iluation program ible d experimental models of ele (To pave 6%) 
I vs ; Val 1 program. I an per ental } ! j f 


June. 1956 


Pe a! See 
— z es ce tS Bata 1 7 : Th o i . 
fie 1. ie ag i ° oe Se 
oe. iF ier) q ay sll 
‘= 2, -™ e ye - eee 2 i a te ; e 4 -- if eae: 
ae _ . a, y vf TE RT : re \ ia ; ae, 

ar oe J if i . { iin : af a ?  epereed 
ast _c ? é se } id y hal ah Bet ihe 
oR rf j Hee b , - a ‘ ? 4 de $2 ‘ 
- . a ‘ , all v7 ; . ‘e . é “4 : ’ oe >* BAT ie v 5 ; 
Pee i ai ‘i ere a ie io” qn as ee ia a * a Ws, oe 
3 | oy a tn all rae 6st 
: Fy' ee eee | iy igo, P| a | 
*% A. aa aX - py j any ae A _ ne i ae 
00 SP 7 ah: Ee - ; ito +epg ] 4 gots * Bi ait 
ies 3 ae ~ : 7: ey in e i ; in a q ," ‘ —_ ‘ Ff 
4 poe ae - ; a 4 P or 3 i ee 7 au 
~ a ein Y . . x... ne me: i= 
. _. : € re a bie i* Y —_ ’ 2 4 “a f oy ie, *, ‘ Dp ei yg Pt 
a - , ; wl oy 7 % oie f 3 bi J E a; . yey Rie . : 
, a ee Ja a it % ae al ™ s as \ ea ae iB Teg ® ~ 
: — i tae ay a : 4 . 4 i hg ne (ee ‘ 2 3 ij 
ia i) HX tT i ae 
— +. ye ee OS — 60s is "G 
e ti) Pe ue a ay o —_ « & é a ol a et ae " 
7 S wee | i ” NN ag em ah a, | 
“ah | ee ee |e Ray Sai 4 : ia a  - ams 
= S ee H as - é , ae . a K "i i aie § le - ba A 
; “Seo og “s e - bar : ae ws é 4 ae » % ce er, 3 me ee : Lae ~  - 
‘ Ta gee ad oe , z ee 4 ; ih ae 
; % on J ti vs : ep ed oar | a ae 4 ; A be _. }. , FF = ae “a ee a f : "st ‘ 
; ae mt wid i . q A 7 r ' <1 iin s ia ~ ' a * . ~~) ; Wt ue ae a i 7 i c = F 
ea oo ; - ; Bae aN 
4 aa ae a = 4 atin va { - :. ? a) “t F i. - 7 
ee, hg ." . _™ pi , He 
J L i ck. Mn ee oe ‘ a - i me: > ‘ eos poe 
HE executives from Lockheed Aircraft ave deviled pi wil ' 
ag 
ma. 4 
“he 2 
bP 
4 fs 
7 Ed 
a3 | 
. 7 
= 
~ 
it ass 
A eg : 
ce r 
—_— = ~ — 
4 
" 


: Pan American shows 
new processing 
2s routines for in- 


ia ventories, sales 


“oe 


Comptroller J. S. Woodbridge operates 705 as manager G. W. Helm watches 


Z And men honding re-enve in 
et ~ febvienng minor 


eo eperanng head: af reve 
. : Ave etrovnting sections 


tent te 


electrons whoo! 


for one month 


ange 


Nucleus lor revenue epplicotons team 


Add. 0n0! eeperenced 0 
£OUAtM@ OA tebvianng 


people wert te whee! 


Team ened by ree Wemed 
18M plenners 


L 


Each team has a complete unit of 


a tak lorca wend) 1everal monm, 
@ ord plornm@ eppreech te ob Test force whiny inte twe groups 
ddagrammers and programmers 


and combined operating and tabe 


uluting personnel 


Diagram shows how PAA trained teams 
that designed the new data processing sys 
tem and programmed it for the computer 


PAN AMERICAN AIRWAYS, which 


beg 


an using an IBM 705 electronic 
data processor last month at its head 
quarters in Long Island City, plans 
to revise its entire program of inven 
tory controls, and to make much more 
minute analyses of trends im air 
cargo shipments with the new Ma 
chine. The 705 is the first to be used 
in the transportation field; the fifth 
unit to be used-in all industry. 

The company expects to be able to 
lower its inventory levels radically by 
using the new machine to indicate 
where surpluses of needed items exist, 
John S. Woodbridge, controller, said 
at a press demonstration o} the air 
line’s new data processing center. 

“We now keep on hand inventories 
in 110,000 different categories from 
simple nuts and bolts to whole wing 
assemblies,” he said. “With opera 
tions spread out over six continents, 
ind under the existing ume limita 
tions of present accounting ma hinery, 
we maintain a ertain level of these 
suppl es. In the future, using the new 
705, every replacement order could 
be fed to the machine first to deter 
tryin whether there is a surplus any 
where in the system. 


‘The rapidly expand ng air cargo 
held will also be served by our new 
employee,” he reported “With the 
705. we will be able to keep a contin 
ious and sensitive finger on move nents 


of international trade as reflected in 
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move 


cargo shipments. Our air waybills 
provide the necessary information on 
shipper, commodity, ind receiver. Pro 
cessing 7,000 such bills a day, we have 
not up to now had the time to spot any 


but the most obvious trends without 


t! nd ft nsuming } 
COstuLy anqd ne-consuming researcn 
Now we vill have the most precise 
information on where and in what 
quant ties any commodity 1s moving 

and we in have it at once. 

‘ ony F 

An “air waybill” is prepared for 


each piece of cargo carried by the 
air line at the point ol shipment, it 
was explained. One copy of ea h 
} | 
such waybill is reported to the com 
panys Genet i) Accounting Offices for 
accounting ind statistt al PUrprIOose 3. 
a 1 
The information on ¢a h such w ivbil 


is then ke ypunched into a ¢ urd, which 


serves as an individual record of each 
shipment. These individual records 
are then “written” on magnetic tape, 
sorted into sequence by the 705, and 
used as input for the 705, which masses 
the individual items of information in 
to compre hensive re ports The “Cargo 
Commodity Report” prepared by the 
machine shows for each Pan Amet 

can Division the commodity classih 
cation, for each commodity classifica 
tion the sale irca, lor e€ar h sales 
area the or gin ind destination of the 


Carriage, ind the revenue involved. 


The entire operation tor each day's 


average of 7,000 waybills can be a 
complished by the 705 in one hour 
and forty minutes, a against a previ 


ous total time o 60 hours required 
by punched card equipment. 

Pan American reported that, al 
though preparation and programmiuny 
for conversion to the type of electronic 


accounting represented by the 705 


t 
! 
usually takes about two and half year 
qe 5 
it had ac omplished the transition in 
le than half that time. A 14-man 


team planned the installation 


» Line installs new system 


he (Csrace Laine introduced — re 


ently 1 new ystem of electronic 
freiwht b ny which, according to 
company poke nen, eliminates com 
pletely manual omputation of ship 


quired a year or inning and per 


' 
sonne 


for re 
storayp 
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See ee aa 


prin Ble 


Ten reels of tape held by girl in foreground can store as 1 
all 400 trays of tab 


ich information as 
urds shown in this PAA filing center 


irds tor all commodities normally for processing through the calculator 
carried by the line, and all shippers Stauc and new information is merged, 
doing business with the line An auto ind the results fed into an account ng 
matic rotary card file feeds out indi machine which delivers in any desired 
vidual shipper’s cards quantities a statement of charges, 

When a shipment is booked and a which is attached to the bill of lading 
bill of lading prepar d, a pre-punched Copies of the sam tatement serve 
IBM card, already carrying coded in is the due bill for presentation to the 
formation for all probable rate, com shipper The Grace Laine has, mn 
modity and port ombinations, i pun hed card form ill inlormation 
punched with the we ight and measure necessary for statistical records ol ship 
ments of the individual shipment \ ments made, charge ind shippers 
pre punched card tor the particular The new system make it possible 
shipper, carrying all basic intormation to have all important statistics on a 
pertaining to that shipper, is matched essel’s cargo available in detail si 
with the individual shipment card, and nultaneously with the completion of 
both are sent to the tabulating room loading, Grace Line ofhcials reported 
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Sketch shows how computer performs airline's revenue processing 
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Decide to become part of the country where you are operating ..... 


latitude im exercising judgment in 
the conduct of their business within 
the broad framework of export Di 
ision control, Galer said “We con 
ider them as subsidiaries—nor satel 
lites! “Dhe price of this indepen lence 
is the ac eplance ol profit re sponsibility 
with earnings measurable in relation 
to capital employed. 

Now the final and, to me, price 
less ingredient in the successful re 
lationship between t parent company 
und its foreign subsidiaries is care 
ful and imaginative ‘forward plan 


' ' 
nin , Me concluded 


“Subsidiary 
company forward plans are the fund 
mental means by which the Export 
Mivision can supervise the decentral 
ization of such activities as sales, pro 
duction and organization changes, 
cost reduction, public relations, and 
hhanapement development. I would 
stress the fact that the subsidiary com 
pany forward plans are theirs, not ours. 
They are ‘prass-roots’ plans with dol 
lar signs attached not only in regard to 
capital expenditures and expense bud 
pets but also for anticipated income 
When finally approved, they become 
an integral part of the overall export 
plan and serve as a yardstick by which 
the subsidiary company's management 
efheciency is measured . . . and re 
warded 

The afternoon session on Monday, 
the opening day of the International 
Management Conference, was devoted 
to talks on various aspects of market 
ing in foreign countries. The Tuesday 
morning session was concerned with 
“Industrial Relations Abroad.” 

The final session on Wednesday 
morning Was given over to problems 
of “Public and Government Relations.” 

Current social and economic changes 
tbroad offer businesses greater op 
portunity tor expansion overseas than 
they have in this country, H. J. Heinz, 
Il, president, H. J. Heinz Co., Ine.. 
Pittsburgh, declared in’ the keynote 
speech at the opening ol the confer 
cence 

Overseas investment is thus a good 
way to serve the national interest as 
well as the interests of the stox kholders, 
Mr. Heinz said. 
vestment is currently running at the 
rate of $1,600,000,000 a year, most 


“Private foreign in 


of it by oil companies. This is less 


than America’s present $2,200,000,000 


of annual earnings trom existing in 


vestments abroad » » hot a very im 


44 


pressive record for private industry 


other than oil 


Never betore,’ Mr. Heinz pointed 


out, have the peopl ol OO many 
OuUNnLrICS been “) prosperous In 
many arcas A mass Market 18 devel 
oping with striking increases in fam 
ily imcome There are a surprising 


number of women working today in 
i number of loreign countries as 
well as in the United States. In the 
United Kingdom there are more work 
ing women than there were during 
World War Il; in Germany 30° pes 
cent of adult married women are em 
ployed,” 

According to Mr. Heinz, this trend 
will probably lead to major change 
in living habits abroad that will offer 
opportunity for 


yreater cconom 


growth there than here 
Karly foreign entry urged 


“Prospective investors overseas should 
not be discouraged by the fact that 
the world is in turmoil.’ Mr. Heinz 
advised. “That is nothing new. The 
company that waits will never reap 
the rewards that are to be gained by 
being in on the ground floor.” 

His company, he reported, made its 
first sale in Great Britain in 1886 and 
started manufacturing there in 1902. 
At that time the food industry as 
such was virtually non-existent in 
England; today Heinz has a larger 
share of the British market for some 
processed foods than all its competitors 
together, “largely because we pro 
neered those items.” 

Ihe speaker had a number of spe 
cihe suggestions for companies think 


Ing Of investing in other countries. 
., 


Top management, he « mphasized, 
must be convinced that tore ign oper 
itions are desirable and must be will 


ing to pive them perhaps a dispro 


portionate share of interest As a 


result of this type of interest, he re 


ported, 44 per cent of Heinz’s total 


sales are mace OVETSEAS ind some of 


its most advanced technical Improve 


ments have originated in its subsidi 
wics, 

Management must decide at the 
start to become part of the country 


where it is operating, the 


speaker 
declared. Heinz’s foreign companies 


by nationals under budg 


are managed 
etary control they are 


subject only to broad policy direction 


itonomous, 


In the beginning, he recommended, 


subsidiaries should be wholly owned, 
but it is psychologically wise to in- 
troduce local minority stock owner- 
ship at some state olf growth, particu- 
arly af the company is very prosper 
ous. 

Foreign operations should be started 
on a small scale with a minimum in- 
vestment of capital and personnel and 
then both should be developed within 
the country, Mr. Heinz suggested, 

» Adapt to local 


tastes,” he warned, “or you may stub 


conditions and 
your toe. Never get caught telling 
a foreigner what he ought to do. 
But profit where you can from Amer 
ican ideas. Distribution is a_ static 
ind costly process in many countries.” 

In the long run, he said, American 
influence on foreign distribution pat- 
terns may be even greater than on 
production. 

Companies considering catastrophe 
medical insurance for their employees 
were advised by the first speaker at 
the AMA insurance conference to 
adopt a “comprehensive plan” rather 
than “major medical” because the 
former “is the only one that provides 
built-in cost control from the bottom 
up”. 

The conference was held at New 
York’s Hotel Roosevelt, May 9-11. 

Superimposing major medical cov 
erage on a basic hospitalization plan 
will not give the company control of 
costs on the basic portion of the plan, 
John A. Fuller, president, The Shaw 
inigan Water & Power Company, 
Montreal, warned the audience of more 
than 1100. “I believe,” he said, “it 
would be difficult if not impossible to 
get employee acceptance of the com- 


prehensive plan at a later date.” 


He said that Shawinigan’s compre 
hensive medical expense plan, the first 
one to be established in Canada, went 
into effect last August, replacing a 
hasic hospitalization plan with which 
Shawinigan was dissatisfied for these 


reasons: 


“Costs were increasing faster than 
benefits (by 40 per cent in 1953 
ilone ). 


loyees were often dissatished 


7 mp 

: » I : ] | ; 
with the limitations and exclusions ot 
the hospitalization coverage. 

“There was no coverage for medi al 
expenses outside of hospital, and ex 


penses were paid only up to a certain 


(To page 61) 
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Permanent ink — non transferable 
Every cartridge pre-tested 


Available in choice of barrel colors and ink — 
black pencil writes black, blue pencil writes 
blue, red pencil writes red, green pencil 
writes green, yellow pencil writes blue-black. 


Now, here is all the convenience of pencil 
writing with none of the inconvenience and 
waste. The WEAREVER BALL PENCIL 
starts writing as soon as you touch it to paper. 
It writes smoothly, clearly, for thousands and 


thousands of words—and never needs /: 
resharpening. 
} a 


$3.00 
per 
dozen 


David Kahn, Inc., Dept. OM. North Bergen, N. J. 
Please send me descriptive literature and____ dozen 
#901 WEAREVER Ball Pencils as checked |at $3.00 per doz. 
NAME 

a ; 
EEE 
DEALER'S NAME : 


(1 #901B —blue pencil write blue 

(} #901K — black pencil writes black 

{| #901R — red pencil writes red 

(_) #901G — green pencil writes green 

C) #901Y — yellow pencil writes blue-black 
C) #901A — Assorted 


Order through your supplier 
or send coupon for sample order 
of WEAREVER Ball Pencils: 


DAVID KAHN, INC., North Bergen, N. J. 
World's Largest Pen Manufacturer 
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q Portable recorder 
Di taphone ( Orp., 420) Li xington Ave 
New York, offers a 2'%-lb. 


recorder with a tran 


battery 
powered tap 

storized amplifier. Called the Dictet, 
(A-1) 


i! plays a full hour. 


4 Photocopier 


Copy-Cralt, Inc., 105 Chambers St., 
CW York, has 1 new ine Ol photo 
pier Availabl re combination 
ts with Yin. or 14-in. throat, flat 


(A-2) 


and other models 


bed printers, 


q L-shaped desk 

Yawman & Erbe M -,; fis Inc. Ro 
chester 3, N. Y., offers the Mod-U-F]l 
series of L-shaped furniture. Numerous 
possible. Also 


(A-3) 


desk arranyements are 
new is a credenza line 
q Family of fabrics 
Cheney, Greeff & Co., Inc., 4 E. 53 St.. 
New York, decorated the New York 
ofhce of its president and vice president 
with a related group of fabrics which 
} 


ASI olor scheme. The 


(A-4) 


provided the 


furniture is by Jens Risom. 


> For hot and cold water 

EK beo Mig. Co., Columbus 13, Ohio, 
has introduced the newest in its line of 
Oasis Hot ‘n Cold water coolers. This 
is a bottle type. It also has a compart 
ment for bottle storayve and making 


(A-5) 


1 
ice Cubes, 


q Staplers in color 
The Bates Mfg. Co., 


presents a new line of 


Orange, Ps Res 
plers in color. 
The metal base 1S painted in mottled 
colors: the knob, molded of Tenite 


plastic, is in red, yellow or blue. (A-6) 


A Pen with spare refill 

The Paper Mate Co., Merchandise 
Mart, Chicago, is showing the Capri 
Piggy Back ball pen, which features a 
twin cartridge, each half of which has 
its own ball point. The two halves fit 


together in “piggy-back” fashion. 


c (A-7) 


V Business chart 
Anadel Co., 200 W. 34th St. is now 
making the DWMY Chart 


y I 
ing two year ol re ord I s sale 
ny { ars ol? was, such as sal 
’ | ' ‘ ; 
hypures, at a yvlance or Urposes oO 


Charts are mounted 


(A-8) 


ready OM parison 


in hard leather like covers. 


If further information is desired, use Reader Inquiry Card on page 80 
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A Monthly Feature 


Tools of the Office 


Acoustical Materials: Floor Coverings: 


Overhead Lighting 


by Robert Beeman 


fbove: Installing acoustical ceiling 
tiles. (Photo by Johns-Manville.) At 
right: Many of today’s ceiling instal- 
lations combine both acoustical and 
lighting facilities. Top: An_ installa- 
tion of Armstrong acoustical tiles 
around recessed large-area louvered 
fluorescent lighting. Center: A Curtis 
treatment, with acoustical baffles below 
open fluorescent lighting. Bottom: 
A Wakefield luminous ceiling, incor- 
porating translucent plastic panels be- 
low fluorescent lighting, acoustical baf- 
fles, and outlets for sprinkler systems 
and air diffusion. 


THERE WAS a time when efficiency 
in the office was thought to follow 


ght ma 


naturally trom buying the rf 
chines, pla ing them strategically in 
1¢ flow of work, and hiring r mployes s 
of the proper skills to operate therm. 
This turned out not to be so. It was 


found that machines and skills were 


ot enough ind systems became the 


enter of attention 
Yet these things together still do 


not make for the most efficient office. 


ne element is still missing trom the 


he pro 


- scheme. The worker must 


ided with a physical environment 
which permits him to use machine, 
skill, and system efhciently. 

The ofhce must be comfortable to 
work in. It need not have all the 
comforts of home. It isn’t a home, 
ifter all, and no one hould attempt 
to turn it into one But it must be 
0 designed that it protects the worker 
+} 


from influences vat reduce his efh 


wency. 


lwo that can seriously 


1 "ft j 
lamper the wility to work wel are 
exce ive noise and improper lighting. 
vere , 
There are, in addition, stimuli to 


rood—or bad—work that derive from 


effect Oo! vork ny in at 


more 


itten 
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Among the newer developments in 
floor coverings are carpets with sponge 
rubber bonded directly to the carpet- 
ing, climinating the need for other 
cushioning, and composition tiles (in 
this case asphalt) in new shapes and 
patterns. (Photos by Magee Carpet Co. 
and Flintkote’s Tile-Tex Div.) 


tion. Crood office workers are hard to 
yet, and those who are available can 
afford to be particular. The usual con 
siderations of type of work, hours, and 
pay no longer are the only factors 
they examine in selecting an employer. 
\ COMPANY may he judged As much 
by the appearance and atmosphere of 
its othces as by the pay-and-hours fea 
tures of the jobs it offers. 

Management has thus been forced 
to give thought to office attractiveness. 
simply as a means of obtaining work 
ers, At the same time, it is ciscover 
ing that by improving working con 
ditions it is wetting greater produc 
tion trom. its employees 

The items isc ussed mn these pages 

acoustical materials, floor coverings, 
and overhead lighting—are considered 
here in relation to their use in de 
creasing office noise, improving light 
ing conditions, and adding to office at 
tractiveness. Another relevant factor, 
air conditioning, was treated in_ this 


department in the April issue. 
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Developments in these fields may 
not be spectac ular, at least in the sense 
that the performance of a new elec 
tronic computer can be spectacular. 
Nevertheless, the manufacturers are 
making their individual contribu 
tions to improving their products and 
finding better ways to use them. 

Products have not only been rede 
signed for appearance; they have been 
modified in more immediately prac 
tical ways. Thus, efforts have been 
given to making them easier to main 
tain, to increasing their durability, 
and to adding to their flexibility so 
that they can be adapted to a variety 
of interchangeable office arrangements. 

Sound reduction can be achieved by 
numerous means. The obvious method 
is to install acoustical tiles (which are 
available in many varieties) on walls 
and/or ceilings. A similar acoustical 
treatment can be added to movable 
partitions In lieu of tiles, certain 
sound-absorbing substances are avail 
ible which can be sprayed onto ceil 
nvs and walls. 

Noisy office machines, such as tab 
ulating, billing, and other equipment, 
can be installed in acoustical cabinets 
consisting of three sides and a top, 
i oustically treat | to prote t both the 
operator and nearby workers from the 
disrupting sounds of the equipment, 

Equipment not sO shielded can 
sometimes be isolated in soundproofed 
rooms to avoid its disturbing effects. 

Acoustical baffles can be installed 
below ceilings that are not otherwise 
sound-treated, 

Just as walls and ceilings can be 
acoustically treated, floors can be made 


b sound if they are covered 


to absor 
with suitable materials. Carpeting, of 
course, 1S especially helpful for this 
purpose, as are cork and rubber tiles. 

Since the technical details of treat 
ng an office space acoustically are the 
responsibility of the architect, they 
will not be discussed here. However, 
the ofhice executive quite properly can 
he involved in the selection ot mater 
ials, and there are certain points that 
should be mentioned. 

\ppearance, of course, is a matter 
of interest to everyone, and the de 
signs available today allow for a 
wide exercise of individual taste. Tiles 
are offered in color as well as in 
white or close to-white colors. Some 
of these are mottled and their patterns 
resemble mottled floor tiles. More 
over, most tiles can be painted. Tiles 


also vary greatly in pattern. 


The fire-resistant properties of tles 
depend on the materials of which they 
are made. Mineral tiles, of course, 
do not burn. Certain wood-fber ules, 
however, are definitely combustible. 
Other materials, while not fireproof, 
may be considered “slow-burning.” 

Another factor is whether tiles are 
to be afhxed directly to existing ceil 
ings or whether a “false” ceiling, sus 
pended trom above, is to be employed. 

When suspended installations are 
used, the tiles can be placed flush 
with the bottom surfaces of lighting 
fixtures. Unsightly pipes can thus be 
hidden. Installations in buildings with 


unusually high structural ceilings can 


bring the visible ceiling down to mor 
comfortable levels; this feature is es 
pecially helpful in offices converted 
from factory or warehouse space 

One of the problems of suspending 
the ceiling, aside from the expense, 
has been in providing for access to the 
ht 


Ing, Wiring, am] other installations. 


space above, in order to service lig 
This problem can be very much re 
duced if the tiles are installed in cet 
tain types ol grid systems so. that 
they can be easily removed when ne 
cessary. In such cases, the tiles rest in 
a suspended framework or grid 

Fase of maintenance is also a con 
sideration. Certain textured,  stee! 


aced, and corrugated tiles can be 
leaned with a cloth or sponge or with 
a vacuum cleaner. (Damp sponges 
should not be used unless approved 
by the manufacturer.) In some cases, 
perforated and. slotted types may re 
quire the use of a wallpaper cleaner 
of the paste or putty type. 

Practically all types can be repainted. 
It is important, however, not to fill 
perforations or slots with paint, since 
the sound absorption capacities are 
thereby reduced Some manutactur 
ers recommend that paints be fairly 
thin when applied. Painting with a 
light spray is preferred by some to 
brush painting. If paint is carefully 
applied, ules may withstand a num 
ber of repaintings without losing thei: 
acoustical properties appreciably. 

Another factor to be considered is 
that tiles vary in their ability to ab 
sorb sound. The sound absorption 
ipacity varies with the pitch of the 
sound. This capacity is usually mea 
sured in terms either of SAC (sound 
absorption coefhcient, which applies 
to one pitch) or NRC (noise reduc 
tion coefhicient, which measures aver 


aye sound absorption over the audible 
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range). It is considered that NRC val 


ues are a truer gauge of the usefulness 


of a tile when installed for general 


} 


sound absorption purposes. In amy case, 


NR¢ 


designs and types will show 


an examination ol values tor va 
rious tile 
that 
number, 
It should be 


c hange 


The higher the 
the 


they do vary. 


the more efficient tile. 


noted that the value can 


| 


for a particular tile, depend 


ing on the manner of installation 


\ type of ceiling which has re 


ceived considerable attention of late is 
which 
Us 


series of fluores 


the so called “luminous ceiling,” 


provides large-area light sources 


ually it consists of a 


cent lighting fixtures mounted above 

sheets of translucent plastic Some 
9 1 

times egg crate ouvers and other 

devices are used to distribute the 


light. 
The 
normally do not provide the same de 


sound ibsorption offered by 
do 


jlastics used in such ceilings 
pi . ee | 


gree al 


acoustical tiles, although they 


have some acoustical properties. For 
this reason, acoustical treatment of a 
room having such a ceiling usually in 
cludes the installation of baffles. These 
are trips of panels ol sound-absorb 


ing material suspended below the ceil 


ing at right angles to it. Usually 


baffles also 


the intersect each other 
at right angles. The resulting pattern 
may resemble a very muc h enlarged 


egy crate design, in which the inter 


vals between panels may be several 
feet 

It is obvious that if sound can be 
reflected from a ceiling or wall, it 
can also be reflected from a floor. 


For this reason, floor coverings figure 


in any acoustical treatment. Of course. 
the 


reduc tion, 


carpeting offers highest 


but 


degree 


o 
5 


of sound where it is 


not practical to use carpeting, cer 


tain kinds of floor tiles and mattings 


can be effective. In particular, cork and 


rubber make yood sound absorbing 
floors; so do solid vinyls. Linoleum is 


moderately quiet, while other types 


' 
are less effective. 


| 


oor coverings, of course, are se 


lected on the basis of more factors than 
sound absorbency alone. Costs ol 
the original installation and of main 
tenance, resistance to wear and to 

other 
A brief 


more popular 


indentation, appearance, and 
qualities must be considered 
listing of some of the 
types ol tile follows, together with 
a few notes on their performance with 
respect to these factors. 


Asphalt tile is popular because of 


June, 1956 


its low price. It is considered to re 


sist wear quit well, but furniture and 


other heavy or sharp objects may 


indent it, and it does not recover trom 


ndentation as well as other, more 


expensive materials. It ts also sub 


yect to corrosion and, or discoloration 


trom the action of a number ot 


chemicals trequently used in othees, 


including some soaps and detergents 


It is not notably sound absorbent 


relative 
Asphalt 


provides an efficient 


These ratings are, of course, 


to more expensive materials 


tile, for its price, 
floor covering 
Linoleum is a good all-around floor 
tile form as 
rolls Thus 


ne in 


lhl 
ing It is available in 


1} 
weil as in 


the id 


linole ull 


the familiar 
intages ol tiles are availal 
Several types can be 


make 


and 


in combination to 

decorative purposes, 
\ 

econ damaged, they can hx replaced 


nai 


| inole uin 


idually 


1 
generally 1s 


nore expen 
' ' , 

ve than isphalt tile, but it is super 

, 

ron performance It 1 ‘ pecially 

resistant to wear and is easy to clean 

It offers onsiderable resistance to 


hemical action, is con idered effects 


n redu ing noise, ind it recovers wel 


from indentation 


do 


ipply to a some what similar product, 


re narks, howe er not 


which is 


enamel 


! . ! 
VOTIVE mes ¢ illed linoleum, 
weiter referred to a 


Thi 


vears 


printed 


\ : | ! 
naterial 1s casy to clean, but it 


| 
indents easi y, and its 


quickly, 


irtue is its very low cost 


Vinyl tiles make 


chic 


up a cate 


ror 
} Rory “ 


irious products. Vinyl-asbestos tile 
ind solid vinyl tiles are well known, 
vnut other types are ivailable 

Vinyl isbestos tile rates very high in 
wear resistance and its recovery trom 
indentation is considered good It 
stands up well ayainst chemicals It 


| 
is especially easy to 


ind it is not one of the 


is not regarded 


lean “quieter 


floor ing mate rials. 
Solid 


vinyls, which Aafe con derably 


more expensive, offer maximum value¢ 


in almost every respect. They resist 


wear, chemical action, and indentation 


toa high degree They rate very we 


‘ ' P 
in ound ibsorbpency, and hey are 


considered easy to ciean 


Of the other vinyl types printed 


vinyl is nexpensive, comparing in thi 


respect with asphalt tile. It resists 


; - 
hemicals well, but suffers from wear 
ind indentation, It is regarded as casy 
It is not especially sound ab 


Calendered 


\ 
to clean 


} 


| 
sorbent. vinyl on 


the 


what 


ther hand, which is priced some 
rates 


like 
j 1} 


hough not outstar dingly, in almost a 


vinvl-ashe stos, well, 


not considered 


ispects, except that it os 
' , ' 
as easy to clean as other materials 
Rubber ules are somewhat more ex 
xnsive than vinylasbestos tiles, but 


between 


solid 


! 
ruber 


ess so than nvyis., (Cork 1s priced 


ind the solid vinyls, 


though some grades are more ex 


sive than the latter 

Rubber rates well in almost all re 
pects It does not tand up too well 
lo chem ils, and when wet 1 sl }) 


pery, Dut wot very qquiet, iw recove;rs 
well trom indentation, 1 oflers high 
resistance to wear, and it is not difh 


Cork varies considerably in its chat 
wcteristh It is highly resistant to 
veal ind to chemical It is 
treme quiet, incl it nake i hand 
cvtie floor It probably the hn st 
of these naterialis in it non lip chas 
acteristics Hlowever, it indents rathe: 
easily. and it 1s not too easy to lean 

With new attention being piven to 
iycarance there now in enor 


The trend to large-area lighting ix in- 
dicated by this luminous Gratelite 
ceiling by Guth (top) and the 2-by-4 
and 2-by-2 foot recessed light modules 
with plastic louvers by Sunbeam (bot. 
tom). Such treatment reduces glare, 


provides more even lighting. 
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x 


f 
a seer 


Typical of modern fluorescent lumi- 
naires ave these Curtis models. The 
top picture shows a surface-mounted 
unit with light-diffusing panels. The 
lower picture is of a louvered type, 


suspended below the 


veiling. Both can 
be mounted singly or in continuous 
runs. 


mous variety of decorative possibilities 


available trom these materials. 


An additional point that needs to 
be considered in selecting a floor cov 
eriny 1s whether or not w will be cx 
posed to moisture. Manufacturers 
frequently refer to “on grade,” “above 
grade,” or “below grade” locations, 
pointing out that some materials are 
not suitable when installed below 
ground level where they may be sub 
ject to morsture, It is important to 
check the suitability of a material for 
the location in which it is to be used. 

The virtues of carpeting, of course, 
do not need to be argued. Certainly 
it provides a far more luxurious ap- 
pearance than any of the composi 
tion floorings. It is superior in its 
sound absorbing qualities, Moreover, 
it is relatively easy and inexpensive to 
maintain, Against these qualities must 
be set its considerably higher initial 
cost and the fact that in areas of 
heavy traffic its life is less than that 
of any good tile. Nevertheless, when 
all factots are considered, it is prob 
ably true that carpeting is not as much 
more expensive than other coverings 
as is generally believed. 

In addition to these types of floor 
coverings, there are, of course, various 
other materials which may be suit 
able where use demands. Among 


these are clay tiles, terrazzo, and a 
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variety of other architectural materials 
which cannot be discus sed here. 

Good lighting 15 essential to eth 
cient work. Unfortunately, less than 


' 
satisfactory conditions are not always 
' 


obvious. If light ng is on sig 


htly 
less than desirable, the fact may not 
be at all evident, yet over a_ period 
of time it will have its effects in work 
er fatigue and lowered morale, to say 


nothing of errors in work. 


Generally, it is important to avoid 
lighting conditions in which there 1s 
too much brightness contrast. This 
applies both to light sources and to 
the objects in a room. Single bright 
incandescent lights, for example, may 
provide enough illumination for a 
small room, but if they are exposed to 
view, the extreme brightness of the 
bulb, as contrasted to the remainder of 
the objects within view, can produce 
considerable eye fatigue. 

This is one of the reasons why fluor 
escent lighting has grown in popularity. 
The fluorescent tube, even if exposed, 
distributes the brightness over a great 
er area so that it is less intense at any 
one spot, 

Exposed lights, however, are never 
completely satisfactory, for they never 
wholly overcome the objection of too 
great contrast. Consequently, the 
trend has been to development of light 
sources covering a relatively wide area, 
but with relatively low brightness at 
any one point. The so-called “lumin 
ous ceiling” is a notable product of 
this trend, 

In any case, modern lighting hx 
tures are usually designed so that the 
worker does not see them as brilliant 
pomts of light. Light rays are dif 
fused, refracted, or reflected in such 
a way as to produce large areas of 
low brightness. 

A second type of high brightness 
contrast is reflection. Glossy finishes 
of any sort tend to reflect light with 
out altering it. Thus, the reflection 
of a light bulb in the glass top of 
an executive desk is almost as hard 
on the eyes as if the bulb were placed 
at eye level. 

If a light source is too bright, and 
if it cannot be controlled by shielding 
or diffusion, it 1s important to ar 
range the work so that reflections from 
he light source are thrown away from 
the worker. Thus, on a bright day, 
a worker should not face a window, for 
light will be reflected from his papers 


into his eyes. He should instead place 


himself so that the light is sufficiently 


to the side or behind him as to avoid 
this effect. At the same time, he 
hould ol course avoid placing him 
self between the light source and his 
work, lest shadows result. The prin 
ciple applies to lighting fixtures. 

\ third source of high brightness 
contrast lies in the improper choice ot 
colors for walls, furniture, machines, 
and working materials. \ familiar 
example is the use ol ordinary white 
paper on a dark desktop. The eyes 
must constantly adjust for the wide 
difference in brightness between the 
paper and the desk. For this reason, 
modern furniture tends to be lighter 
in color, and to have dull, non-re 
flecting finishes. Likewise, walls should 
he reasonably light in color. Light 
colored ceilings are desirable, also, 
because they tend to distribute light 
more evenly throughout a room. 

It has been said that there is a grow 
ing interest in large-area light sources, 
such as luminous ceilings. Similar 
effects can be achieved by the use of 
a relatively large number of small 
fixtures, spaced at close intervals. 

An additional advantage of distrib- 
uting light evenly in this manner is 
that it adds flexibility to office ar- 
rangements. For example,.in an of 
fice where movable partitions are 
used, the partitions can be rearranged 


as desired without reference to the 


light fixtures, provided those fixtures 


Incandescent light fixtures are avail- 
able in many designs. These are typi- 
eal. Top: A decorative model, by Lam, 
for suspended installation. Bottom: 
A Holophane unit, for recessed instal- 
lation. in which light control is accom- 
plished by lens arrangements. 
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“Open- Ring” 
‘\t) Rubber Bands 
Make Angels 


of Office Workers! 


Everybody's happier using 
ARCO “Open Ring’ Bands 
You can handle them 
Blindfolded — with one 
hand! 


"They just can't Tangle” 


EXTRA STRONG AND STRETCHY 


7) / AND TANGLE-FREE THANKS TO 
OPEN RING DESIGN. 


"/f Unavailable, Mail f Naber beds D 
Coupon With Your yr 
Regular Dealer's Name 
& Address, For Samples” 


ALLIANCE RUBBER CO., Hot Springs, Arkansas OM6 


Please Send FREE Sample of ARCO OPEN-RING 
STATIONERY BANDS 
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Firm Attention 


| Address City 
| My Stationery Dealer Is: 


“STRETCHY” 
The ARCO Band-Man | Address City 
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ALLIANCE RUBBER COMPANY 
ALLIAMSO-RNN® oe eee HOT SPRINGS, ARKANSA 
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SHARPER 
CLEARER 


COPIES 
FROM 


DIRECT PRINT 
COPY MACHINES 


with master sheets of 


- 
Patapar” 
Translucent 


Parchment 


These master sheets are a special type 


of Patapar Vegetable Parchment 
scientifically designed for direct print 
copy machines. Quality controlled 
texture and correct, uniform trans- 


lucency assure superfast transmis- 


sion of the ultra violet rays. There is 
no diffusion. The result is speedier 


operation, and infinitely clear, sharp 


copies, 


PATAPAR TRANSLUCENT PARCHMENT 
has a perfect surface for printing 
with opaque or regular inks. It is ex- 
cellent for typing, pen and pencil 


entries, artists sketches or drawings. 


SEND FOR SAMPLES Write on your 
business letterhead for brochure of 
testing samples. Name of nearest 


distributor on request, 


_ Paterson Parchment Paper Company 


Bristol, Pennsylvania 
Sales Offices: New York, Chicago 


Weat Coast Plant: 
Sunnyvale, California 


| Headquarters for Vegetable Parchment since 1885 
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are reasonably close together. 


Where 


the light sources are far apart, how 


ever, the moving ol partitions may 
create shadows in parts ol the par 


titioned areas. 


Lighting fixtures take many shapes 


and sizes. 


lypical are luminaires and 


recessed troffers for fluorescent lights. 
Such fixtures may be mounted on the 


surface of the 


ceiling, recessed into 


it, of 


suspended below it. Incandes 


cent fixtures are available for similar 


types ol installation. 


The trend to fluorescent 


lighting 
| 
continues Fluorescent 


more light per unit of 


lights give 
electricity than 
do incandescent lights This fact 
a 

means that they ire more economical 


to Operate, ind 


also that they give off 
ich less heat. The latter is a factor 
offices 

Moreover, 
, 


the light they give off is more even 


which can be significant in 


that tend to be too warm. 


It has been pointed out that lumin 
are often fitted with acous 
tical baffles. In 


ous celings 


rddition, this type o} 
ceiling 1s often combined with other 


f cilities. For example, the junctures of 


the baffle panels are sometimes used 


to house outlets for the distribution 


of conditioned air, Other such junc 
tures can be used for 


These 


can be installed above the plastic ceil 


sprinkler SVs 


tem outlets, outlets, however, 


Thy 


or most of the plastic panels are 
desiyned to soften at 


round 140° F., 


merely drop out of their frames, per 


temperatures 
In « isc of hire, they 


mitting the sprinkler system unim 


peded play on the fire below 


The Manufacturers 
Acoustical Materials 


lecesso Systems, Ine 
luve., N. W., Seattle 7 


tical Suspension 


4015 Kighth 
Accesso Acous 
Systems for the 
Systems 


mounting of acoustical tiles 


are designed to permit tiles to be 
easily removed, yet metal of grid is 
not exposed to view. 

Cork Co., \O10 Concord, 


Acoustical tiles, includ 


Irmstrong 
Lancaster, Pa 
ing perforated, striated, textured, and 
other patterns. 

5970 North 
Chicago 31. 


acoustical « ontrol, radi 


Burgess-Manning Co., 
west Highway, Ceilings 
incorporating 
ant heating, and radiant cooling. Also 
‘Acousti-Booths,” for telephones. 

The Celotex Corp., 120 S. La Salle 
St., Chicago 3. Tiles of cane fiber 


and mineral fibers; metal tiles with 


sound absorbing pads; steel panels with 


Inquiry Coupon on Last Page 


acoustical pads; new “Cavity Tile” 
Various designs. Stee] tiles 
and panels have baked enamel finish. 


Also suspension systems, and translu 


panels. 


cent panels for combination with acous 


tical tiles in multi-purpose ceilings. 


Cupples Products Corp., 260 S. 
Hanley Rd., St. Louis 17. “Alumi 
Coustic” aluminum grid systems for 


suspended ceilings, designed to pro 


vide ready access to facilities above 


the ceiling. 

6135 W. 65th 
' 

Ceilings 


Curtis Lighting, Inc., 
S7., Chicago 38, 
ing light and sound control 

Gates Acoustinet Co., \807 Elmwood 

e., Buffalo 7, N. Y. Line of “Sof’ 


Tone Acoustinet” 


incorporat 


acoustical cabinets 


designed to be placed around’ noise 


making office machines. Units include 
indirect fluorescent lighting 
Insulite Div., Sey 
Ontario Paper Co. 
Jardin Associates, Ine., 75 
Vew York 7, N. Y 


1coustic al hoods, 


Viinnesota 


Maiden 
Lane, “Sountrol” 
ior placing over ofl 
Models available for 
keyboard graphotypes. 

Johns-Manville, 22 EF. 
York 16. Line of 


mineral wool fibers, 


hee machines 


40th St... Neu 
acoustical ules of 


perforated metal 


-, The Riddle of 
15% 
Ridaled Surfaces 


When does 15% 
a « “equal” 100%? 
. . 
oe 8 A In acoustical walls: Ama- 
acc e zing fact! Walls with 15% 
cK. exposed acoustical surface 
Pe absorb sound equally as well 
*- as if with 100% exposed 
Pago acoustical surface. That's why 
e * 
-| SOUNDEX PARTITIONS 
 S soak up office noise like 
7 blotters soak up ink. 
ls *(surface area, 15% perfora- 


e tions exposing acoustical spun 
. glass core.) 


ae : 


WRITE FOR 
fREE CATALOG TODAY. 


SR] 


2417 EASTERN Wig "Se 
GRAND RAPIDS, MICHIGAN 


OFFICE MANAGEMENT 
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Wee, 
CLEAR TO THE LAST MAN When M& V carbon makes the 


copies, even the last man on the list can read his with ease. © SILK SPUN, 
M & M, TAGGER, and PLENTY COPY — these are M & V’s matchless carbons 
and their matching ribbons, the big four designed to do the big job. ¢ And 


when you order them from your stationer, seventy-five years of specialized 
know-how is your guarantee that M & V copies will always be... clear to the last man. 


MITTAG &@ VOLGER, INC. + PARK RIDGE, WM. 3. + TELEPHONE: PARK RIDGE 66-0001 
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with mineral wool pads, wood fiber, 


perforated Transite 


isbestos-cement 
with sound-absorbing clement. Fissure, 
striated, and perforated patterns. Steel 
baked enamel finish. 

Keashey & Mattison Co., \955 Butler 
luc., Ambler, Pa 


tical material of asbestos, designed to 


panels have 
“Limpet,” an acous 


he sprayed onto walls and ceilings. 
Available in white or blue-yray; ma 
terial can be painted. 

Ceilings, Inc., 2500 W. 


lve., Chicago 47. 


Luminous 
Vorth “Acoust 
Luminus’ ceilings, of translucent plas 
tic panels for suspension below light 
sources, provided with perforated 
steel baffles with fiber glass sound 
absorption pads. 

Mid West Noise Control Co., 6265 


Carrolton, Indianapolis, Ind. Line in 


r 


DO YOU KNOW HOW? 


) 


be suspended from ceilings. 
Minnesota & 

Insulite Div., 

Minneapolis. 


Ontario 


Bake 7 


Paper Co., 
4 fy c ade 


Vational Gypsum Co., 325 Delaware 
1ve., Buffalo 2, N.Y. Tiles of mineral 


fiber, 


wood fiber, mineral wool, and 


metal with 


mineral wool acoustical 


pads. Perforated and fissured designs 
available. Perforated metal casings are 
available in any color. 

New England Lime Co., 
Mass. “Kilnoise”’ 


mineral, Tile design shows “capillary 


Adams, 


acoustical tiles of 


structure,” rather than perforations or 
fissures. Wide variety of pastel colors. 
Striated pattern also offered. 
Fiberglas 


Owens-Corning Corp., 


Var- 


National Bank Bldg., Toledo }. 


7 O18 oe 


to buy the safest, 


most economical, 


most impressive record 


and letterhead papers 
at practically no 


increase in cost... 


this 


FREE GUIDE 


tells you how...send for it today! 


This handy, fully illustrated guide will prove extremely profitable to you if you 


use, select or buy papers. It tells how to. . 


value... 


. determine the effect of paper process on total record or letter costs . 


. judge paper properties and their 


get correct, most economical grade for each specific need . . . choose papers of 


permanence, durability and prestige. 


a 
Since dwt 1849 


L.L. BROWN 


Record and Correspondence 


PAPERS 


LEODOGERS, BONDS, INDEX 
BRISTOLS & LINENS 
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L.. L. BROWN PAPER CO., ADAMS, MASS 
Please send me FREE copy of “How To Get Greater 


Service and Value From Your Records and Letters.” 


Nome 


Company 


Street 


City ne : State 


Please Print Plaint H 


l 

| 

| 
| 
| 
Title . | 
| 

| 

| 

| 

| 

| 


cludes cole shaped devices des gned to 


Bldg., 


Inquiry Coupon on Last Page 


iety of tiles in perforated, striated, and 
textured Also 


' . 
tile with a plastic film across the sur- 
face, designed for easy washing; avail 
able in six colors. Variety of ceiling 


patterns, a Fiberglas 


boards in large number of sizes. 
Tectum Div., Peoples Research & 
Mfg. Co., 804 S. Sixth St., Newark, 
Ohio. 
U. S$. Gypsum Co., 300 W. Adams 


St., Chicago 6. Wide line ot tiles, ol 


mineral, wood fiber, and steel with 
mineral fiber acoustical pads. Pat- 
terns include “motif’d,” corrugated, 


slotted, fissured, and perforated designs. 
Steel panels finished in baked enamel; 
various colors available. 


i 4 Mengel Plywoods, Inc., 1215 
S. Seventh St., Louisville, Ky. 
Virginia Metal Products, Inc., 


Orange, Va. 
The Wakefield Co., 


Ohio. Line of luminous ceilings com 


Vermilion, 


bining lighting, air distribution, sprink 
ler system, and other facilities, with 
sound control. Baffles used tor sound 
absorption. 

Watkins Industries, P. O. Box 2621, 
Youngstown, Ohio. “Acoustor” cab 
inets, designed to be placed over a 
wide variety of noise-making business 
machines; have flvorescent lighting. 

Wood Conversion Co., First Nation 
al Bank Bldg., St. Paul 1. Line of 
“Nu-Wood” acoustical tiles. 

Zonolite Co., 135 S. La Salle St., 
Chicago 3. “Zonolite” acoustical plas 
tic, a composition to be applied by 
plasterer over regular plaster base coat, 
replacing standard plaster finish coat, 
to provide acoustical treatment. Has 
“pebbly” textured appearance. 


Floor Coverings 


Ace Late Step Co., 1708 S. State St., 
Chicago 16, “Lite Step” rubber mat- 
lings. 

lee Rubber Products, 
Beech St., Akron 8%, Ohio. 
mattings, stair treads, etc. 

Ildon Rug Mills, Lenni Mills, Pa. 
Line of carpets. 

American Biltrite Rubber Co., Tren 
ton 2, N. J. 


rubber tiles, “Plastex” tiles (rubber and 


Inc., 100 
Rubber 


“Amtico” line includes 


plastic), and vinyl] tiles, 

Imerican Brakeblok Div., American 
Brake Shoe Co., 4600 Merritt 
Detroit. Line of tiles. 


Ave., 
{merican Cork Co., 1010 Concord, 
Lancaster, Pa. ¥Fxtensive line includes 


linoleum in roll form, Linotil 


(in tile form—similar to, but tougher 


than, roll-type linoleum), rubber tile, 


OFFICE MANAGEMENT 
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*35-page re-typing job...a breeze” 


Done in 25 minutes with a Kodak Verifax Copier 


Bypassing the typing pool saves hours 
daily at the Detroit Branch of The 
Hartford Steam Boiler Inspection a } 
and Insurance Company, leader in 
boiler and machinery insurance. 


No longer are claim records, invoices, policies, 
and letters funneled into the typing pool for 
copying. 

All of these—and other records which couldn't 
be typed, such as engineering drawings —are 
now reproduced in the completely different 
Verifax Copier—5 copies made in 1 minute 
for just 2'2¢ each. 

Even the so-called “toughies,” like 
spirit duplicator copies of a 35-page 
statistical report, are reproduced in 
stride. Done betore a typist could copy 
and proofread one page. 


And what's most important, never a 
mistake or omission! Verifax copies are 
photo-exact from letterhead to signature 
— pencil or ink makes no difference. 

The short cuts which Verifax copying 
makes possible are naturally reflected 
in the typing pool's increased eificiency 
and output of new typing. And in faster 
communications with home office 
improved service to customers, 


VALUABLE TIPS FOR BOSS AND 
SECRETARY IN NEW FREE BOOKLET 


Describes the short cuts which Verifax 
copying has brought to thousands of offices 
Shows how the low cost of a Verifax 
Copier is often saved the first month + How 

to answer letters without dictation and 
typing * How to eliminate “I quote” memos * 


How to end slow “one 
copy” routing * How to save 

time at meetings « How not to 

run out of carbons * How to make 
an offset plate in | 
minute for less than 
20¢* Also complete 


details on Verifax 


MAIL COUPON 
EASTMAN KODAK COMPANY 
Business Photo Methods Division 
Rochester 4, N. Y 
Gentlemen: Please send free « op of 
“New Time Saver — New Idea for Every Office 


Copiers, Letter and Name 
Legal size and —in Company 
a supplementary ; 
folder — information Street 
about the new low City _ 
cost Signet Copie nt mane 
ql g pier, State __ 7 TRAOE MARE ; 
So 5: ended os 
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labels 


many copies 


Duplisnap — 
Carbon 
interleaved 
Mail-Aids. 
Made in sets 
of 2, 3, 4, 5, 
and 6 sheets. 
Interleaved 
with smudge 
resistant 
carbon. For 
use with 
typewriter. 


copy of 
free samples 


524 ELECTRIC ST 


SPEED YOUR MAILINGS 


—— 


ow a 
WITH 
OEW 
AAA 


DUPLISTICKERS, 
DUPLISNAPS and 


DUPLIQUIK 


gummed, perforated mailing 
in sheets: Make as 


as you want! 


Duplisticker 
Mail-Aids, 
for type- 
writer and 
mimeograph,. 


Dupliquik 
Mail-Aids, 
Special 
stock for 
use with 
**spirit’’ 
or’ ‘liquid’’ 
process 
duplicating 
machines. 
Can also 
be used 
with type- 
writer. 


For complete details send for your free 
Speed Your Mailings with 


EUREKA SPECIALTY PRINTING CO. 


SCRANTON 9, PA 


For More Information 


asphalt tile, 


plastic-asbestos tile, cork 
tule, and various vinyl tiles. 

Irtloom Carpet Co., Inc., Illegheny 
Ave. and Howard St., Philadelphia 33. 
All types of woven and tufted carpets, 

{zrock Products Div., Sex: Uvalde 
Rock Isphalt Co. 

Bigelow-Sanjord Carpet Co., Inc., 
140 Madison Ave., New York 16. Wide 
line of carpeting. “Cushionlok” has 
backing, 
back, requiring no underlay 

Bird & Son, Inc., 47 Wilson St., 
Kast Walpole, Mass. Linoleum in roll 
and tile form. 
“Rubberlike” runners. 

Bonafide Mills, 295 Fifth Ave., Neu 
York. Line of carpets. 

The Philip Carey Mfg. Co., 


lve., at Cooper, Cincinnati. 


special rubber blown into 


Enamel surtace rugs. 


Wayne 


Line of 
tiles. 


Carthage Mills, Inc., 124 W. 66th 
St., Cincinnat. 

Congoleum-Nairn Inc., 
Z, “Gold Seal” 
in roll and tile forms, with plastic and 


Kearny, N. 
line includes linoleum 


enamel surface, enamel 


plastic tiles, 
surface and rugs. 
Conneaut Rubber & Plastic Co., 
Conneaut, Ohio. Line of tiles. 
Crown Rubber Co., 
St., Fremont, Ohto. 


( arpet ( ushions. 


1615 Croghan 
Foam rubber 
Stair treads. Rubber 
mattings and rubber rugs. 

Danbury Rubber Co.., Flooring Div., 
Danbury, Conn. 

Deltox Rug Co., Oshkosh, Wis. Line 


ol carpets. 


Delaware Floor Products Div., Chris 
tiana Ave., Wilmington, Del. 
Duraflex Corp., 411-13 EF. 25th St., 


Baltimore 18. 

Firth Carpet Co., 295 Fifth Ave., 
New York 16, Line of carpets. 

The Flintkote Co. Ste: The Tile 
Tex Diw., The Flintkote Co. 

Fremont Rubber Co., 2400 West 
State, Fremont, Ohio. 

Goodall Fabrics, 525 
New York 22. 

The B. F. Goodrich Co., 


72, Mass. Tiles of rubber, rubber with 


Madison Ave., 
Watertown 


special cellular rubber cushion backing, 
vinyl-asbestos, and “ Agatine” (a new 


type of “superdense” structure, de 


signed to be easy to clean ). 

Goodyear Tire & Rubber Co., Inc., 
1144 bk. Market St., Akron 16, Ohio 
Line of vinyl and rubber flooring in 
both roll and tile form. 

Hachmeister, Inc., 23rd & Forbes, 
Pittsburgh. Laine of 
floor tiles: 


asphalt and vinyl 


plastic wall tiles. 


From Advertisers Use Readers 
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Hanley Co., 
tiles 

Hardwick & Magee Co., Inc. 
St. & Lehigh Ave., 
ol carpets. 

Hlood Rubber Co., Watertown 72 
Vass. ood is a division of The B. 
F. Goodrich Co. (See 
Goodrich. ) 

Johns-Manville, 22 Ek. 40th St., New 
York 16. Line of 
asbestos tiles. 


Kentile, Inc., 


Bradford, Pa. Laine of 


, Seventh 
Philadelphia. Line 


listing under 


asphalt and vinyl 


53% Second Ave., Brook 


lyn 15. Tiles of asphalt, rubber, cork, 
vinyl, and vinyl-asbestos. 
Charles Lachman Co., Inc., 953 


Grant, Phoenixville, Pa. 
Laclede-Christy Co., 


( arpets 
2002 Hampton 
fve., St. Louts. Line of tiles. 
James Lees & Sons Co., Bridgeport, 
Pa. Line of carpets. 
Magee Carpet Co., 
Vew York 16, 
types have sponge rubber back bonded 
to fabric. 
Mastic Tile Corp. of America, P. O. 
Box 1151, Newburgh, N. Y. “Matico” 


line includes vinyl-asbestos, 


295 Fifth Ave., 


Line of carpets; three 


asphalt, 
cork, rubber, and vinyl floor tiles, 
and plastic wall tiles. 

Mohawk Carpet Mills, Lyon St., 
imsterdam, N. Y. Line of carpets. 

Mundet Cork Corp., Insulation Div., 
7203 Tonnelle Ave., 
V. /. Cork floorings. 

National Tile & Mfg. Co., Anderson, 
Ind. Laine of ceramic (clay) tiles for 
walls and floors. 

Nye-Wait Co., Inc., Auburn, N. Y. 


Line of Wilton carpets in wool and in 


Vorth Bergen, 


nylon. 
Pabco Products, Inc., 475 Brannan 
St., San Francisco. Linoleum in tile 


and roll form, rubber tiles, plastic 


tiles, “Mastipave” (commercial floor 
ing—roll form). 


Philadelphia Carpet Co., 
flue. & C St 


illegheny 
.. Philadelphia. Carpets. 

The R. € 1. Rubber Co., 1833 EF. 
Market St., Akron 5, Ohio. 

Robbins Floor Products, Inc., Tus 
cumbia, Ala. Tiles of vinyl, rubber, 
and cork. “Cove base” and mattings 
(vinyl and rubber). Vinyl runners. 
Carpet Co., 
Mass. Laine of carpets. 

Rubber Products, Inc., 
Washington Sts., Tampa 2. 

Sandura Co., Inc 


Philadelphia. 


coverings, 


Roxbury Saxonville, 


Tampa & 


., Sansom & 17th St., 
Vinyl and other floor 


Shelton Looms, Shelton, Conn. 


Sloane-Delaware Floor Products, 
P.O. Box 401, Trenton, N. ]. Linoleum 
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Reminders 
co every Record System 


e METAL SIGNALS 
i u -V IS@ tor Vertical Records 


° METAL SIGNALS 
NK u- Vi ZL for Visible Systems 


No. No. No. No. No. 
04 09 O2 O08 06 
y Vg ” Hj,” Wo ” Y, ” YW, ” 


PLASTIC SIGNALS 


% C e I l u g r a f for Visible Systems 


a oo 


, 28 


.* 


*In actual writing tests by New 
York Testing Laboratories, Ine., 
MONGOL No, 2 pencils aver- 
aged 16,230 words per pencil, 
TRANSPARENT which at the retail price of 7¢ is 


C rim Pg raf CRIMPED SIGNALS 2,162 words per penny. Large 


for Protected Visible Cards lots mean even more savings 


3) No. 80 No. 81 
- 2990 %"- % 


2 FOR 
Economy's only one 


reason why Mongol is 15¢ 


the preferred pencil all 
over America. — | a 


No. 60 No. 70 @ Mongol writes blacker with less bear 


yj," Yq" ing down... makes writing easier 


Cuilfne 


@ Mongol needs less sharpening ... the 
points don't snap or crumble 


Ma anannet FOR MAPS AND CHARTS @ Mongol crasers are “Pink Pearl” qual 


ity, America s favorite for smoothness 


7 Mongol alone has neu bull's eye de 
gree marking =: — identific op 


ke Meg. U. BO Pat. « 
PLAIN OT STRIPE CROSS Since 1849 


Free Descriptive Folders Sent on Request PRERIRD HABER 


puts ts qual, im wilingy 
GEORGE B. GRAFF COMPANY NEW YORK - TORONTO 
54 Washburn Ave., Cambridge 40, Mass. 


Tear out this advertisement write in on 
your company letterhead for a free sample 


June. 1956 For ‘Aore information From Advertisers Use Readers’ inquiry Coupon on Last Page 
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.C.C.MOKUM SOLVES ANOTHER 


COFFEE BREAK 
PROBLEM 


OUTPUTS -<©8// - SINKING — 
AND SO ARE THE BOYS 


| GROANNIT- Y ¢ OMPLETE CONTRO 


HOW CAN wi 
GET OUT OF 
THIS 
SLUMP? * 

A 


~. — 


MOKUM IS TH'NAME, | 
AN’-YUM/2-STIMULATIN 
COFFEE IS MAH 


COFFEE DIGPENSER’LL 
GIVE "*EM A QUICK 

Lif lr, WITH DEE-LIGHUS 
KWIK-KAFE’ COFFEES” 


© Cano 
Hample, tne 


| | 
| | 
| | 
| Name | 

| 
| | 
| | 
| | 
4 


Convenient Rudd-Melikian coffee dispensers 


are a valuable production tool. Efficiency goes 
up, accident rates go down. Delicious, 100% 


pure Kwik-Kafé finds favor with employees 


helps them keep alert on the job in offices or 
plants of every size. Hot chocolate and a 


variety of other beverages available 


eee eee ee 


RUDD-MELIKIAN, INC. , 

Hatboro, Pa ‘ 4 
Please send me @ copy of booklet (6F explaining 
how to contro! the coffee break with A.-M dispensers, 


Firm 


Street 


For More Information From Advertisers Use Readers’ 


(tile and roll), 


vinyl and vinyl-asbestos 
floor coverings, et 

Ilexander Smith, Inc., 295 Fifth 
Ave., New York 16, Line of carpets. 

Surprenant Mfg. Co., 199 Washing 
ton, Boston. Line of tiles. 

Tile-Tex Div., The Flintkote Co., 
1232 McKinley Ave., Chicago Heights, 
Ill. Tiles of asphalt and vinyl-asbestos. 

Uvalde Rock Asphalt Co., Azrock 
Products Div., P. O. Box 53\, San An 
tonio 6. Asphalt, vinylized, vinyl-as 
bestos, and industrial tiles. 

M. |. Whittall Associates, Inc., Wor 
cester 10, Mass. Line of carpets. 

Wright Mfg. Co., Div. of Masti 
Tile Corp. of America, North Mont 
gomery St., Newburgh, N. Y. Rubber 


and vinyl tiles. Rubber cove base. 


Overhead Lighting 
fecesso Systems, Inc., 4015 kighth 
Ave., N. W., Seattle 7. Suspended grid 
systems, used for mounting acoustical 
tiles; can be used with translucent 

plastic for luminous ceilings. 
Benjamin Electric Mfg. Co., Des 
Plaines, Ill. Plastic ceilings, 


“egg-crate” design, for suspension be 


including 


low light fixtures to create luminous 
' 

ceilings. 
Corning Glass 


g Works 


N.Y. Lens panels and other glassware 


Corning, 


for fluorescent luminaires and troffers, 
incandescent fixtures, ete. 

Curtis Lighting, Inc., 6135 W. 65th 
St., Chicago 38. Fluorescent luminaires 
and troffers, fluorescent and incandes 
cent cove lights, accent lights, etc. Also 
combination light and sound condi 
tioning systems. 

Day-Brite Lighting, Inc., 5411 Bul 
wer Ave., St. Louis 7. Line includes 
fluorescent luminaires and troffers, for 


molded plastic, glass, or ¢ crate lou 


wy 
vers. 

Electron Corp., 5100 S. Santa Fe, 
Littleton, Colo. 

Gruber Lighting, 125 S. First St., 
Brooklyn 11. Reflectors and diffusers 
for fluorescent lighting. 

Edwin F. Guth Co., 2615 Washing 
ton Blud., St. Louis 3. “GrateLite” 
luminous ceilings with acoustical and 
air diffusion features, diffusers, lumi 
naires, and other fixtures, for fluores 
cent and incandescent lighting 

Holdenline Co., 2301 Scranton Rd., 
Cleveland 13. Fluorescent and incan 
descent fixtures. Luminaires include 
thin type, 3 in. deep. 

Holophane Co., Inc., 342 Madison 
lve., New York 17. Fixtures for fluor 


escent and incandescent lighting, in 


Inquiry Coupon on Last Page 


luding suspended, surface mounted, 
and recessed. 

Lam Workshop, Inc., 404 Main St., 
Wakefield, Mass. Line of incandescent 
light fixtures, including domes, retrac 
table pulley types, Cic. 

Leader Klectric Co., 3500 N. Kedzie 
fve., Chicago 18. 

Lighting Products, Inc., P. O. Box 
338, Highland Park, Ill. Fluorescent 
luminaires (some of the thin type), 
troffers, luminous ceiling panels, etc. 

Lightolier, Inc., 346 Claremont Ave., 
Jersey City 5, N. |]. Variety of incan 
descent and fluorescent fixtures, includ 
ing diffusing and louvered types. 

Luminous Ceilings, Inc., 2500 W 
North Ave., 


Luminus”’ 


Chicago 47. “Acusti 
luminous ceilings with 
orrugated translucent plastic panels 
that can be taken down and washed 


by machine; 


systems illow lor combi 
nation with sprinkler heads, acoustical 
baffles, etc. Also fluorescent Juminaires. 

Lustra Corp. of America, 36 Wash- 
ington St., Brooklyn 1, N. Y. Laine of 
fluorescent luminaires and incandes 
cent fixtures, including display types. 

The Miller Co., 99 Center St., Meri 
den, Conn. Incandescent and fluores 
cent fixtures of many types. Also mer 
cury and mercury-incandescent types. 

Mitchell Mfg. Co., 2525 N. Clybourn 
lve., Chicago 14, Line includes fluor 
escent luminaires. 

Pittsburgh Reflector Co., 410 Oliver 
Bldg., Pittsburgh 22. Fluorescent lumi 
naires and equipment for luminous 
ceilings. 

Ruby-Philite Corp., 3202 Oueens 
Blvd., Long Island City, N. Y. 

Silvray Lighting, Inc., 1270 Sixth 
fve., New York. 

Sunbeam Lighting Co., 777 E. \Ath 
Place, Los Angeles 2\. Fluorescent and 
incandescent fixtures, including lou 
vered and diffusing 

Sylvania Electric Products, Inc. 1740 
Broadway, New York 19. Extensive 


types. 


line of fluorescent and incandescent 
equipment, including luminaires, lumi 
nous ceilings, and combinations of 
lighting with acoustical control. 

The Wakefield Co., 731 S. Wate 
St., Vermilion, Ohio. Multi-purpose 
ceilings, incorporating diffused fluores 
cent lighting, sound control, air distri 
bution, and sprinkler systems. Also 
incandescent and fluorescent fixtures. 

Westinghouse Electric Corp., Light 
ing Div., 1216 W. 58th St., Cleveland. 
Fluorescent and incandescent fixtures 
of various types, including louvered 
and diffusing models. 
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the right way 
to copy anything 


ne ~ 


satan 


ApéEco 
Diat-a-maric A ts Stat 


Now get copies of anything written, 


printed, typed, drawn, photographed or 
biueprinted. All copies made the same 
easy way, right in your own office. 


Simplest copy control ever... 
"s the DIAL THAT DOES IT 


It is the one copy maker that fulfills 
all copy requirements for all busi- 
nesses, large or small. It offers hun- 
dreds of money and time saving uses 
and is so low cost it pays for itself in 
Styled by 
Ciaden €, Sonee & tenediétis less than a year... even when less 
than 5 copies a day are needed. It's 
light weight ...compact,and styled in 
gleaming mirror-finish stainless steel. 


exch 


\-A- ) ° 
The APECO Diving vo copy any originals |{ *kAnd Here’s Why it’s RIGHT 
: ran tn tbh 
‘ “ agers 4 your purchase is », It's Right Because it's All-Purpose It copies anything without limitations! 


ee } it's Right Because it's Fast Copies are ready in less than 30 seconds! 
It’s Right Because it's Economical Copies cost leas than a phone call! 

it's Right Becouse it's Error Proof Copiesare photo-exact... legally acceptable! 

It's Right Because it's Confidential Copies are made right in your own office! 

‘2 —_— eS ee ee ee 


ETT IAA 
— 


American Photocopy Equipment Co. 
— — | 1920 W. Peterson Avenue 
Chicago 26, ill. 


 . 


Have you read this 


(Dept. OM- 
NEW BOOKLET? { ” J 
P P : Rush me, without obligation, your free booklet : 
Mail this air mail postage on new Apeco Dial-A-Matic Auto-Stat copying ; 
paid card for your I understand this factual report will show me s 
how I can improve the efficiency of my business 
FREE BOOK | as well as increase work output 
ss | Name — . — 
Title - a 
| Firm ————— : 
wings TEARS OUT 


e tte get your 


“MEE 800K 


City— Zone State 


in Canada: Apeco of Canada, id 
134 Pork Lown 84. Toronto, Ont 


a 
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ALL-NEW, ALL-PURPOSE COPY MAKER... Him 
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ee 4 Via Air Mail 


oh pall: 


There isn’t an office form or record used by businesses 
—large or small—that can stump this versatile new copy 
maker. Hard to believe? Well...it’s true! Thousands of 
business executives now using the Apeco Dial-A-Matic 
Auto-Stat know: 


“IT'S THE RIGHT WAY TO COPY ANYTHING.” 


(  Now...new FREE BOOKLET tells you how! 


Your free copy of this new booklet pictures 
and describes the revolutionary, new APECO 
Dial-a-matic Auto-Stat; tells how this new 
copying method can be used in your business 
to cut office paper work, save time, labor, and 
money. This informative, factual report should 
be must reading for you, as well as every 
executive member of your staff. Send for your 
free booklet today! 


FIRST CLASS 
Permit No. 26670 
(Sec MOPL ER) 
Chicago 26, Ili 


BUSINESS REPLY CARD 
Neo postage stamp y 4 meited in the United Stotes 
z 5¢— Postage will be paid by— 


1920 W. Peterson Ave. 
Chicago 26, Ill. 


AMERICAN PHOTOCOPY EQUIPMENT CO. 


purpose copy maker 
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Seven sacred cows 


(From page 37) 


sense to select the piece of equipment 
rest ited to our needs? How «dk 
we ise ommon sense in ascertain 
ng 1 the first instance what specif 


I 
itions to check for, and how to rank 


vem in order of importance, let alone 
making sure that we have seen all 
the available equipment: There ire 
ght basic filing systems and hun 
dreds of variations on the theme 
there are dozens of “canned systems 


, 
or purchasing, invoicing, etc.; thes 


are innumerable articles on records 
retention of vital records protection 
experience Are all these areas for 


selection by intuition and common 


SCTISE 
1 
Common sense is a valuable isset 


Like a sense of humor, nobody admits 


o being without it. It is also inval 


' 


uaAbi¢ In enyineeriny, law and medi 


ie, but we certainly do not attempt 


} 


to practice these protessions on the 


trength of common sense alone 


1. Folders and Paperwork In the 


pre-historic day of administration, 


cave nen filed stone slab behind 


in pictorial order From the earls 
lays of manuscript paper until today 
ur progress has been measured in 
terms of how many additional paper 
ve ina imulate within the confine 
of one folder and how many additiona 
rower Vithin on records containe! 
W ith the light iddition of som 
finding Indexe the tolder thereb 
ema trv | yurce Oo Iniorimna 
no roughout the vorld except uf 


We are an ingenious people gad 
vet ded and Oyressive We ire 
ot content with folders which are 

{ stem eur idgingly revealing 
only name and number on a top line 
hidder vhind other guides ind fold 
er We have designed complementary 
records on vertical cards, visible cards, 

ed ird et The result that 

ve vere to take the ten largest 

ind i record groups in any com 

pany u h is ouchers, enyineerinyg 

drawings, etc.), they number less than 

+) ercent of the total records a 
nulatio 

Now cc we ive augmente 1 the 
olde vith so ma ids, a radica 
rn I Vant to nod \ the use ot the 
old tse We however ire oa 
t ird ct | o! wernt ienta onserva 
tive It just would not be lair to 
June, 1956 For More Informe 


take a really close look at. let us ' ty \ ’ p Z 
P ; ; wr’ % 
say, th personnel folder, and se < - ly ~*~. P 
. ¢ 
Bin i red h it. Iti | Se ra 
what we are doing with it. is such = 
: . 2 —_ e 
a handy item, really The folder ‘ a 
, . . ’ —™ . +e 1 ¢h . 2 
nanages to Keep in perpetuity a he ‘ gf = 
initial reference checks Now, once ; J 
he hech erity what the r nplovee . 
has told us, we would have to throw 
them away if we did not have the 
handy folder. Almost without ex = 
! 11 | 
eption, we iso post i personnel 
changes onto some kind of payroll 
or personnel card. Once these changes a “ 's 


i dh, een ae .) 
they would Aap ra aa — Who S Got That 
it not for our handy folder You Jones Estimate? 


would think that the government Ms 
, Tearing the hair only makes for ulcers. 


would help by requiring us to keep 


| Keep your papers filed the Acco way and 
‘ ; 
them—but it does not and the whol stay happy. Your estimates, orders, cor 
burden of red tape is on us Luckily, respondence, invoices — all your business 


records are always where you want them, 

when you want them, whe iuse Acco 
press Binders or Accobind 
Folders in your files. Mad 

\ of durable presshoard (choies 

y 

| 


ibout 10 percent of the folder may 


x essential—such as the last efhiciency 


} 


or salary reviews, letters of commen « 


dation or of w arnings, etc, And once of 5 colors) to last and last 
Looseleaf binding at a low 
price. Sizes to fit all your 
needs and to bind from a 
. single sheet to a six inch pile 
Acco equip your files now, 
Ask your stationer 


eS 
we have the folder for 10 percent of 6 


the papers, it might just as well in 


clude the other 90 percent as we 


There might even be scores of com 


' 
panies of large groups of employees 


' 
vithin companies that could get by 


The Accopress 
Binder com 


just with the data posted on the jx 


1 1 } ‘ 
ni are put ther 1m pom 
sonnel i 1 re ord ru } { » Sites i » Sead 
in wonizinyg re ippra yd lor paper conven 
work It night even be extended to large capacity 
s ; | and economy 
ale OLGCTS, PUFCHASE o1aers, « Ideal for Cata 
where there is only one key piece O log Covers 
vaper—but then we would be flying 
in the we ot history | i“ next 
' rT ve know, othces wou | on hen transfer time 
r vorking with non-bulky record just slip the 
' | ' und pap from 
on ie y located neat . - the Accobind Folder, 
jaintaining them There would no insert a new Acco 
myer - familiar long bank 0 Fastener andthe 
: . . , Polder is ready far 
hie cabinets I he oth « wou LOOK another year’s filing 
tranye ind empty, ind we might 
even have to us partition instead 
ol tile to separate unit Dhere 
uch a thing as going too far ACCOBIND folde 


In next month's conclusion, the au ACCOPRESS binders 
thor discusses the last two sacred cou 
PIN-PRONG binders 


“Filing and Paperwork” and “Cost 
} {for marginal multiple punched forms) 


ind Paperu ork 
ACCO clamps 
Foreign operations ACCO punches 
THE ACCOWAY SYSTEM 


From page 44) (for filing Blueprints and all large sheets) 
and other filing supplies 
i lum, with no provision lor s 
| ' 
wou Oy iraAWn-Oou rie ‘ ‘ sas . 
) , | ACCO PRODUCTS, tne. 
The cOomMprenensive pian on th 
other hand, Mr. Fuller noted, “put Ogdensburg, New York 
i our ine lth insurance im One Pack In Canada: Acca Canadian Ca., Lid., Terenta 
ave. It covers the employee ind each 
ion From Advertisers Use Readers’ inquiry Coupon on Last Page ol 
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“TO CONSIDER 


FIRST 


THE INTEREST 
OF THE 
SUBSCRIBER" 


THIS IS TO CERTIFY THAT 
OFFICE MANAGEMENT 


HAS SUBSCRIBED TO THE CODE OF ETHICS AND STANDARDS OF PRACTICE 
AND IS ENTITLED TO THE 
PRIVILEGES AND BENEFITS OF MEMBERSHIP IN THE 


OFFICE MANAGEMENT is an active member of the Associated 
Business Publications which this year is celebrating its Golden Anniversary. 
We take this opportunity proudly to re-affiirm our belief in the high 
publishing principles for which the Association stands and to assure our 
readers that we will ever "consider, first the interests of the subscriber.’ 


THIS WE BELIEVE... 


(The ABP Code of Ethics) 


The publisher of a businesspaper should dedicate his best efforts 
to the cause of business and social service, and to this end each 
member of the Associated Business Publications pledges himself: 


1. To consider, first, the interests of the 4. To encourage all constructive efforts to 

subscriber. improve the standards and quality of 
advertising. 

2. To subscribe to and work for truth and 


5. To avoid unfair competition. 
honesty in all departments. 


6. To determine what is the highest and 


largest function of the field which he 
3. To endeavor to be a leader of thought serves, and then to strive in every 


in his editorial columns, and to make legitimate way to promote that func- 
his criticisms constructive. tion. 


Office Management 


The Magazine for Management Executives 
212 FIFTH AVENUE NEW YORK 10, N. Y. 
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/> per cent ol 
ih mecessary expenses billed by the 


hospital, For non hospital expenses 


a deductible is applied which varies 


according to salary, with the plan 


paying /> per cent ol the balance. The 


maximum menent for each illness or 


injury is $5,000. which in 


combina 
tion with the amount paid by the em 


ployee covers expenses up to about 
$6,700. 
“Covered expenses” are those re 


ommended by a licensed physician, 


he said, and include many items that 
are either excluded or strictly limited 
in ordinary health insurance policies: 
private nurses, trained attendants, pre 
| 
scribed drugs and medicines, and fees 
ot doctors and surgeons, in or out ol 
he hospital. 
| 


The plan also cove;»rs 


many il 


nesses, such as 


tuberculosis, 


polio, and mental illness, that 


were 

excluded under the previous policy. 
“The deductible runs from a low of 

$30 to a maximum of $125 but ap 


plies only to than 


expenses other 
those billed by the hospital,” the Can 
adian executive reported. “The cost 
to the employee is the same as under 


$1.90 per 


per month married, 


the previous plan month 
single and $6.50 
including all children up to the age 
of 19; the company pays the balance.” 

By beginning with a deductible 
rather than having a deductible (such 
as a corridor) after the basic plan has 
paid off and by introducing the fac 
tor of co-insurance at al! levels—“which 
the real key to cost control” —the 
umprehensive plan reduces the first 
dollar cost and theretore can be more 
iberal on major 


said 


| 
medi al expense, he 


It gives “the ureatest potential 


claims control of any type ot medical 
plan yet designed, he 


While we believe this is 


is of consider 


re ported. 


, ] ; ] 
ible alue to ¢ nployer 1rom a iony 
range point of view it results in econ 
omy tor employees as well. 


| 1 
here re sor ais. \ y t I 
I r i ome disad antages to the 


an | ’ , 
employees, he pointed out. Because 


trained by the personnel department 
ind consultants, and Hip charts. En 
rollment was 95 per cent of the ap 
proximately 3,000 ° eligible, compared 


to the 82 percent enrolled under the 


pre vious plan. 


“It is still too early to evaluate the 


results,” Mr. Fuller reported. “From 


] 


the company’s point of view, claims 


to date are about what was expected, 


We teel we will need at least two 


years’ experience before we will know 


I 
| 
the actual costs as compared with es 


timates. Some teatures have aroused 


employee dissatist ichion, centering 


principally around the deductible and, 
to a lesser 


degree, the co-insurance 


, 
items. However, only eleven have 


withdrawn from the plan to date 
“We think,” he 
! 


have about as good a plan as has been 
5 t 


concluded, “we 
developed; we are very pleased with 
it but we are constantly watching the 
situation and if and when we can 
shall do so. 
1] 
I] 


nike mnprovements, we 


We believe 


to keep it We hope that claims ex 


our employees wi want 


1} ! 
perience Wil not exceed our oriyinal 


cxye wpons: if so, Wwe can maintain 
employe payments and company con 


tributions at the present level.” 


Insurance augments executive pay 
Use of special insurance plans to 
attract, and keep able men in key posi 
tions was recommended by the second 
conference speaker, Charles E. Tosch, 
Johnson and Higgins, New York. 
High 


ire making it increasingly difficult for 


personal mncome tax ratcs 


usiness executives to provide secur 


ity tor their families and to save the 
ipital necessary to provide income tor 


po nted out 


their retirement years, he | 


Various types of deferred compensation 
in thus be used by the ompany as 
executive incentives because of the tax 
uivantages such plans offer 

He outlined five types of deferred 


mnpensation which result in capita) 


vains treatment ofr po tpone the tax 
of the coinsurance feature the em to later years when the total income is 
plovec has to pay one portion ol like yt - lower 
ba hospit lization ost. and the One of the serious gaps in execu 
it 
leduct rie ipplies to some costs even tive prot tion he aid, "y the lack 
when the employee ho } italized of provision for ontinuance of an 
I heretore, Shawinigan knew it would dequate income 1 employees who 
have i sciliing 1b to do.’ ire di abled r lo 1 riod of time 
rh » Was a ompli re | DY cle crit Althoug ompanit ISUALLY ontinue 
Wy the new plan to ¢ nploye in ilar or hort eriod the execu 
Ne Lroups, uSsIny in explanatory tive has no a irance oO how nuch 
100K ct 0 ence leaders chosen he Wi | hye paid or tor how ong I 4 
from the departments concerned and tended disability co erage pl k uy 
June. 1956 For More Information From Advertisers Use Readers 
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ALL-AROUND STAPLING 


PERFORMANCE 
MM THE OFFICE, | 


Standard 


HEAVY DUTY PRODUCTION STAPLER 
Staples up to 40 sheets of 16 Ib. bond. 


Model 
No. 105 
Standard 
4-WAY MACHINE 
Stapler, Tacker, Plier, 
Temporary-Permanent Stitch, 


Model No. P-98 

PLIER TYPE HAND STAPLER 
Compact, portable for stapling papers 
at files and other hard-to-reach places, 


LONG ARM 
Accessible to areas which ordinary 
Staplers cannot reach. 

Loads 210 Standard Staples. 


FILL IN COUPON AND MAIL 


Arrow Fastener Company, inc., Dept. OM 
| One Junius Street, Brooklyn 12, N. Y. ] 


| Pieove send literature on staplers checked below 1 


No.202(.) No.1050 No. P- Long Arm [ 1 
NAME | 
COMPANY l 

{ ADDRESS | 
city ZONE STATE 


lacie aiiieameanegiiemiabapianine 


en rm ed = tee 2 , . J a | ae “a 
ih ee | 
Aff ow ee 
ee a a a 
er 
ee : er: 
Ss | Doi 
SS ee i 
a eee) m 
Po es — WA J alAD yee 
————— is : 
= _—)» ee 
‘ ‘ —S | a" => ; eT 
Model ‘ = bie ¢ 
DT | 1° sss SS |= a eh 
= — Ae 
————— , : Figs 
en ig “4 ty 
| Mum a 2 y ae = 
a ‘ ; a j 
a | ec ae 
‘ex, Lo 
ee “4/) ce 
3 & & P 
y ) 4 7 
t =} | a | 
a 1 
‘ae | 
© ee pa . 
ee oe 
). Sagan 
~~, oa & 
ee eS] o— a i+: 
| cad ky oF 
SS ' i ' “ae 
: . he | 
PC te 
aie 
A ee 
—_—S—=— rr OK hl S| Se i” errr "- — ip . ee 
1k ie =) he 
nee 
ee pi grt 
oS 
|: 
at 
oe 
-~ { 
ra ee ee Pe i i = a Bali, ia = ae Et ke (29) aig MA “a Ro OU” Sees sal » ae) ale , Rice %" 


cy 
A 
¥ 


Want a penny-pinching 
mailing scale? 


@ The pennies saved by this precision-built 
Pitney-Bowes scale on each day's mailing 
quickly add up to dollars saved 

@ This little model 4900, newest of PB’s line of 


mailing scales, is just what every 


small office needs. Its 
cylindrical computer 
shows accurately and 
clearly the amount of 
postage needed from 
¥2 ounce to | pound, 
for all classes of mail. 
Prevents loss of postage 
through overpayment 
.and loss of good will through underpayment, 
with resulting “postage dues.’ 


@ Larger models for larger mailers. Ask your 
nearest PB office to demonstrate, or write for 
tree illustrated boo' let. 


FREE: Handy desk or wall chart 
of Postal Rites, with parcel 


pow map and zone finder 


PITNEY-BOWES 


Mailing Scales 


Pitney-Bowes, Inc., 2984 Walnut St., Stamford, Conn. 


Telit 


Made hy the originators of the postage meter 
offices in 94 cities in U.S) and Canada 


NOW ...for a limited time only 


ADDITIONAL COPIES OF THE 
Office Management 


YEARBOOK 


(The January 1956 issue of OFFICE MANAGEMENT) 
e Available to Subscribers at $1.00 per 


4 copy 
i e And to new Subscribers with annual 
subscription 
| OFFICE MANAGEMENT 
212 Fifth Avenue, New York 10, N. Y. Date 


Check [| We are subscribers to Office Management. Send us additional copies 


of the 1956 YEARBOOK edition at $1.00 per copy. 
(] Enter our subscription to Office Management and include a copy of the 


YEARBOOK issue. 


| | $3.00 for one year | $5.00 for 2 years 
| Name 

| Title 

| Firm 

| 

| Address 
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where the company’s salary continu- 
ance plan leaves off.” 

The executive thus has a guaran 
teed income not subject to continuing 
management approval and carrying no 
implication of charity. 

“To the employer, extended disabil- 
ity offers the advantages of a definite 
schedule of benefits, leveled costs not 
dependent on the incidence of claims 
(probably between | and 2 per cent 
of covered payroll); shift to the in 
surance company of the onus of de- 
ciding whether disability exists and 
payments are to be continued; and em 
ployee contribution toward the cost, 


if desired.” he continued 


Coverage tied to earnings 


be increased 


Group life insurance can 
in some States in relation to an e€x- 
ecutive’s earnings, he said. Since in 
surance companies often relate an em- 
ployee’s maximum amount of insur- 
ance to the total volume generated by 
the entire group, however, small and 
medium-sized companies usually must 
combine their group coverage to ob 
tain maximums ranging from $50,000 
to $100,000. 

“Split-dollar life insurance enables 
an employer, on a selective basis and 
at very little cost, to help an employee 
obtain low-cost life insurance protec 
tion,” he declared. “It is primarily 
designed to assist the young executive 
by giving him low-cost insurance pro 
tection when his family responsibilities 
are greatest but when his financial 
potential is not fully realized. The 
employer pays that part of the premi 
um which represents each year’s in 
crease in the policy's cash surrender 
value and the employee pays the bal 
ance. The employee's protection is re 
duced each year by a nominal amount; 
his cost decreases rapidly. The em 
ployer’s outlay is not deductible as a 
business expense, but neither is it 
considered taxable income to the em- 
ployee 4 

Deferred compensation plans have 
been developed to increase retirement 
income for higher income bracket ex 
ecutives since retirement plans quali 
fied under Section 401(a) of the In 
ternal Revenue Code are not permit- 
ted to discriminate in favor of higher 
paid executives, he declared. 

“Sometimes the company agrees to 
pay a specified amount during active 
service and a fixed amount after retire 
ment, for life or for a limited period 


(To page 67) 
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ADDO MACHINE CO., INC., 145 WEST 57TH ST. NEW YORK 19. N.Y. © WESTERN ADDO MACHINE CORP., 297] BEVERLY BLVD., LOS ANGELES, CAL. 
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BUY 
the OFFICE of TOMORROW 
-.-. FODAY 


~Atitot 


PARTITION ett yod OFFICE ette 


Dept. 66 


AETNA STEEL PRODUCTS CORPORATION , 
Arnot-Jamestown Division } 


730 Fifth Avenue, New York 19, N.Y. -— 

Gentlemen: ' 

De | 
I'd like to know more about the Arnot furniture com- SG 
ponents and PARTITION-ettes and receive literature. * ahd 
NAME ge TITLE os i 
FIRM NAME \ 
ADDRESS 
CITY ZONE___ STATE i.) 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


An Arnot-equipped office is as 
adaptable to today’s needs as it is to 
tomorrow's expansion problems. 


Arnot furniture and partitioning 
components tailor-fit the work-station 
to the worker and to the available 
floor space ... their unique flexibility 


allows for future change and changing 


From a single inventory of Arnot 
components, your Arnot dealer can 
supply you with PARTITION-ettes*' 
and Modular Furniture, OFFICE-ettes*, 
conventional desks and tables, 
conference and overhang desks, 
executive office furniture, bookcases 
and storage units—all this in 

either STEEL or WOOD. 


To receive this colorful 


brochure showcasing 
3 4 Arnot Modular Furniture, 


aww PARTITION-ettes and 
an OF OFFICE-ettes, fill in 
rt ws : and mail coupon. 
que orice 


OFFICE MANAGEMENT 
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—— : , give mel ting. Zi | oh | iS 
Foreign operations— given a zinc or enamel coating. Zin similar to rigid steel conduit and 


coated conduit is given an additional used in all types of buildings. It 


I Ss 
‘ron mige ( , 1 
(F a page 64) coating of lacquer to provide a hard, ilso recognized by the National Ele 


Part of the income may be continued smooth interior surface, which faci! trical Code for use in hazardous lo 


to the wife after the executive's death itates pulling in the wires. cations where it ts not sulyected to 


The length of payment may be made 


‘. severe mechanical injury or to ex 
Paper once used 


dependent upon length ot service. treme corrosive conditions 


“The need for electrical conduit be ‘ Del wig , 
Sometimes it 1s a bonus or pront shar oie The principal advantages of cles 
yan /) years ago with Edison’s inven 

ing arrangement providing for a pay : ‘ 


; i | 
trical metallia tubing—commoniy re 


ferred to as EM] ire its light weight 


duit was made of zinc, copper, bras 


! | ] 
: tion of the electric light karly 
out on a contingent basis over a num ? 


' : : ' 
Der Of years $o that the unpaid balance . ind consequent CaAsy handl ney ine 
‘ . paper, or combinations ol those mater ' | | . y . 
is forteited if the « npioyee resigns, 1s , ‘ ‘ ening Joints ind connections are 
‘ ials. About 1894, wrought tron ga ; ‘e thecadl Cosine 
dismissed for cause, or acts so as to in . t] . P : ; rack with nreadie iting 
. 99 mupe Lines with maper Was Tirst uses ‘ ; 1 | P 
jure the company. for ti os Monthly production of EMI 
: lor 1c purpose Hecause it Was stronygel , > 
t t nov ' ‘ OOO 01 
If these plans are properly drawn. \ 1OW it the ite ) 44, WM) tee 
ind good threaded joints were 4 | Ladi 
the executive is not subject to tax ; : : n term oO mn iverage oOne-im 
, " Shortly thereafter, insulated el ve hook ve cae 
until he actually receives the pay , ia Ze, That output Would PeqQHuire aro 
. wire eliminates the nee lor paper > \ 
eed | , ' ' ne 
ments, he said The employer also ‘ oO” \ 130,000 tons o cc tr dy nnually 
: ; , linings, and in’ 189 enameled ste ‘Ont o : it “eae 
benehits because potential torteiture of \| ' wer Stet weoWAY ATM Acs ory 
onduit came nto Use woul the j ’ , 
sacts t ) Wr cent 
the benefits deters the executive from products accoun of mout (Wt 
. turn of the century, zinc coated rigid : ie 
icaving. tons more steel per year (Steel “a 
- steel conduit was put into service Ir , , ‘ . 
t ] ' i) 
Stock options give the executive a : > : ..] No. 128, Octobe 1954 ) 
; . 1928, a lighter weight condunl, called i - aie ee 6 a 
chance to wcquire an interest in the | , . secord) you ota ean inne 
electrical metailh tubing Va intro > 
ompany even i he lacks the capital : . ; i¢ table on Daye 3S. an l estimate you 
1 ‘ duced which likewt ound nN nediat t} I | . | , 
to make such purchases in tne open : rate 4 « co « ite calle on 
ane receptance (Over OO100 riile ol; my | 7 nage 
market, he went on Chev enable ‘ , : ' lal page : 
1 . latter product were also made in 195% . . aN 
him to obtain income at ipital gain The article vhich you just read te 
rates, to get a bargain price on in EMT has advantages ontains detailed tact “> your speed (ig 
vestment stock, and to use the stock “Electrical metalli tubing ibe n reading this article should be con ‘| 
for retirement income or as income ited from steel strip, has application ired with your speed in reading the 


or his family after his death 


| 1 
Any of these plans enable the re 


cipient to postpone taxes to low in 


come periods, he emphasized, and so 


' ' , 
ire benericita from the employes 
viewpoint \s tar as the employer 1: 
concerned, In many ases the con ' = 
a ‘ 

pany s expend ture 1s deductible i wf C 3 
1 business expense | 

és , 1 

Lowe ver, Mr Tosch ¢ iutioned, 


‘in addition to the technical detail 


LILES, 


which must be followed in setting up 


irranvgement which will have f 


! 
ible ta treatment, we nust not lose 
ight of the requirements of the 1954 


Re enue Act whi h ipplies the test 


reasonabieness to all compensation 


paid to an employee in determining 


if it is a valid business expense to the 


employe 


Reading 


(From page 39) 


vert easily to the needs of a tenant 


with many electronic business ma 


chines DY running new wiring through 


the existing 24% miles of conduit. 


* ‘ ; 
Rigid steel conduit is manufac 


tured from special stee! pipe by steel 


Write for Sample Book. 
Address Dept. OM 


mills and by other fabricators. The 


tubing is first thoroughly cleansed 
The ends are then threaded and 


R DALTON, MASSACHUSETTS 
chamfered. Finally, the tubing is Bex 8 of Fine Popers for Business Records Since 1863 
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i . | . > 1 1 . 
factual] material in the last instalment Iry taking a preview of everything 
Your rate of reading the selection just you read, both material which you 
finished should show an increase over read informally as a part of your 
the core you ma le in rea ling tn work or recré ational activities, and 
type of material earlier, but of course those materials which you read during 
you cant expect it to be as high as the your regular practice periods 
scores you make in re iding easy non Concisely, these are the character 
ie | ; . 
technical material. istics which you will note in making 
Write “Yes” or No before each vour initial surveys before reading ' 
statement according to whether it 1 | Tithe 
! . rt ' 
4 true or false. If any part of a state ’. Sub-headings 
f ment is imcorrect, answer No. 3. Visual aids ' : 
: : , 
res Tax Calculer, I. Rigid conduit is a steel tube 4. Pattern of writing 
. : ee ‘) ria ’ : - ' 
ee es sat ' which cannot be bent. 5. Length of paragraphs 
) The conduit is installed ’ 
. ° ! , ail nn 6. Number of words (needed in 
NOW IT'S EASY to find your etiMtenen 4 : 
payroll taxes in a jiffy — without UnGINES tO provide passageways 101 making your time-ol reading estimate ). 
calculations! the electric system 
Just turn the knob to find each 3. Some of the advantages enum (To be continued ) 
employee's Federal withholding erated for conduit installat 
‘ " ‘ ‘ ( { Sle ‘ ‘ - 
and F.1.C.A. deductions in one ‘ ae istallations are 
‘ simple operation. it seals the electric system from water, 
Ayres computers are made of chemicals and explosive gasses; it mini Company operations 
*) attractive sturd ; f 
a 4 ‘ y, gray plastic mizes the fire hazard; It 18S INEXpeENnsive J 
a When Federal tax rates change i Risid (From page 41) 
: iv 
3% new charts are easily affixed, » Kigid steel conduit is manu 
- : 
‘i Sold on 30-day trial factured at the present time from spe , 
y $14.96 . I ; I vested at the end of Mr. Ream’s 
Buy at your favorite stationers cial steel pipe “ 
or write direct! 3 speech. In discussing “Internal Audit 
5. The process used in manufac saw os « Menseement Tool” lie sete 
! ; Zé : anay . au 
THE AVRES CORPORATION turing conduit at the present time in ’ a a De ; 
BOK 1061, WILMINGTON, CALIF. + TERMINAL 4.4769 that the Interna uditing Vepartment 
i : cludes these steps: it is cleansed, | 
: : ' led 1 ct ; ; acts as a constant checking agency with 
i threaded ane lamiereda: covere with . 
tie: PAYROLL ‘ , ; in the company, to determine whether 
: pany) 
ey nee TAX zine or enamel coating; and lined with 
: individuals are performing their as 
hiper » 
COMPUTER pal ae signed jobs efficiently, and according 
6. The need for electric conduit : 
ie Sa h Ed ‘ to established company plans, policies, 
oe xeyan 75 years ago with Edison's in 
sal 5 and procedures, and to insure that all 
* , vention of the electric light . 
‘e mit & pa records and control reports are timely, 
7. Karly conduits were made 
3 LS accurate, and complete. 
; from zine, copper, brass, — plastics, al 
: The department does this through 
b cement, or a combination of thes 
7 constant examinations, surveys, and re 
| 7 
materials. 
\ Steel Guides views within the company. 
; &. Installations of rigid steel con io ; 
All of this, in an organization as 
duit provide for flexibility of tenancy , 
; large as ours, entails a good deal ot 
by permitting re plac ement of existing 99 ‘6 
work,” he continued. For that rea 4 


wires with larger ones 
son, we make some ol the reviews 


9, Electrical metallic tubing 18 


, every year, some every other year, 
made trom an entirely different meta! : 


and some every third year. The fre 


= than rigid steel conduit ‘ 
e j quency depends upon a number ol 
/ 10. The principal advantages of 
The only quide that stays firmly in place on factors, some ol which are: the im 
eantéhe eaves chaate is f electrical metallic tubing are its light 
ets in your sales manuals portance ol the activity, the extent ol 
‘ atalogs, ele —yel can be moved quickly weight and easy handling and bending bl hicl oe! paces a elie 
ee ae and easily if t to ob : yobiems which would esul ) 
& easily you went to change the inden Check your answers with the key 
wa ing Enables sales personnel to find instead . activity got out ol hand, and our 
1s of fumble Y ~_“ below. Record your comprehensive , orien it S 
ae : past experience in revie g it. o 
“, ! —wW\i. $4 score on the table on page 3%. 
& ¥ ” "ae Pas we include in our three year pro 


gram all activities we plan to re 


Hundreds of other office & 
f 
vies to save time ™ f 0 a 
prove filing Ava:lable in I N ie view nm a three year period, and in 
. so 0 $2 me) 0 . . 
! »” 2 widths, packed A | A \ t dicate in which year or years we 1n 
25 to bow with labels in - 0 : 0 ‘< so a os 
strips f ( Suz N 6 Ns A % tend to review them. 
ip or eaty typing ° . . 
SO \ sok t ON | 
, . In discussing conditions under w hich 


grt Also alphabetic labels to 


200 subdivisions 


such continuing “audits” could — be 


) Follow-up practice 
| deachion muide PF most successful, Mr. Lehmann said 


| ‘ See your office supply dealer or write Continue to practice during definite the first requirement was “indepen 
ea xriods each evening. Devote increas dence”—the freedom to say anything 
4 8 : 
“ia CHARLES C. SMITH, INC. ing amounts of time at this stage to in reports without “pulling punches “i 
ie EXETER, NEBRASKA | practice designed to increase your speed Top management backing is also 
For more than 50 years a complete line | and comprehension in reading detailed an essential, he continued, to insure ac 

of time- 
ime-saving signals and indexes ! factual material. cess to all company departments, and 
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compare the convenience of 
having your records with you... 


On-the-spot record checks often make the dif- 
ference between profit and loss. 

Did you know you can carry over 200 visible 
records easily in your briefcase? The lightweight 
Victor Book Visible is truly the book of a thou- 
sand uses. You'll have the convenience of complete, 
accurate information plus the many proven 
advantages of the Victor Visible Record System. 

If you use any form of Victor Visible equipment 
in your office, you already know how it’s saved you 
time and money. But if you are on the move during 
the day, and you need certain important records 
with you, just slip your Book Visible into your brief- 
case and you're ready for action. A new durable 
vinyl cover has the appearance of fine brown leather. 


WIC, TOR) 
— 


June. 
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Your briefcase may 
also carry the prac- 
Victor Rec 
ordex con- 


tical 
for 
densed records such 
as summaries 

Twenty 8x5 pockets 
hold up to 40 visi- 
ble records for in 

stant reference 


If you're on the move during the day, carry your 
records with you. You'll find Victor Book Visible 
and Victor Recordex at your local Victor dealer 


| DIVISION OF SPERRY RAND CORPORATION 


315 FOURTH AVENUE « NEW YORK 10, N.Y. 
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BEST EV 
OF A 


don't 


Good 
And neither does an indiana Desk. A lot 


things happen by accident 
of planning, styling, and good, honest, 
old-fashioned hard work go into the 
making of each "ID" desk. That's why 
the famous “ID” trade-mark is 
evidence of an all-around better value 

a desk you can own and use with 
pride. Handsome woods, skilled crafts 
manship, and a desire to give you the 
best . these things are an “ID” desk 


UY, 


sure 


Write today for the name and 
address of your nearest 
Indiana Desk dealer 


indiana desk co. ine. 


JASPER, INDIANA + U.S.A 


Slash Card and 
Check Filing Time 


with CARD CADDY 


the portable filing tray 


$15 Dozen 
Postpaid 


a) Leaves both hands free for 
fast filing 


2] Keeps cards at eye level 
oOo Cuts fatigue 
i 4) Increases accuracy 


ms 5] Sturdy 24-gauge steel, 
4 baked enamel finish 


i? MAIL ORDERS FILLED PROMPTLY OR 
WRITE FOR FREE DETAILS 


; CARD CADDY 
‘ VOGIL INDUSTRIES 
P.O. Box 2595 © Kansas City 42, Mo. 
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treedom to interview all company per 


sonnel at every level. Access to all 


records, corres vwondence, and 


company } 


must. 


documents is also a 
on the opening 


Also | 


of the special office management con 


day program 


ference were John W. Haslett, man 
ager, and Matt W. Boz, assistant man 
Methods and Procedures 
Department, Shell Oil Co., New York. 


The first speaker, Haslett, discussed 


ager ol the 


“Organizing and 


Systems 


Administering 4 


Department; Boz outlined 
“Program and Project Planning.” 
The Methods De 
partment was developed at Shell as a 
part of the 


Haslett told 


ates purely on a staff basis. 


and Procedures 


Financial 
the 


Organization, 


audience, and oper 
Its basic 
include 


responsibilities development 


of programs involving procedural 


planning, analysis of current policies, 
procedures, practices, forms and records 
with a view toward simplification and 


work The 


also does continuous research on new 


reduction. department 


management techniques, and is re 


sponsible for spreading information on 
methods of Improving administrative 
addition, it 15 


operations. In respon 


sible for preparation of operating 


manuals, and the de velopment of job 


per formance standards. 


“The first two goals established,” 
Haslett said. “were (1) to develop 
and install mnproved and consistent 
‘Treasury procedures for all ofhces of 
the company, and to record instruc 


tions in simple, comprehensive man 


uals, and (2) to stimulate in all offices 
the desire for continued self improve 
ment, 

“In all cases, extensive fact-finding 
urveys in the field preceded the de 


velopment of improy ed proc edures 


which were tested in pilot ofhces 


prior to publication in manual form. 


The surveys in all were team 


cases 


propositions, with representatives of 


the offices involved participating di 
rectly in all stages of the study. All 
employees were encouraged to con 


tribute work simplifying suggestions. 
In this manner, not only was general 
agreement on changes facilitated, but 
the know-how of work improvement 
was imparted to the survey partici 


pants for their own future use.’ 

The methods staff at Shell consists of 
between twelve and fourteen people, 
Haslett said, and is part of a rotation 
Or 


Thus, potential executive 


plan employed by the Financial 
ganization, 


talent is constantly being oriented to 


methods and procedures work, and, 
conversely, methods-trained people are 
continually carrying back to operating 
departments methods philosophy and 
techniques. 

There are two ways to approach a 


Matt the 


second Shell] speaker, told the group. 


methods program, soz, 
as they 
the 


The other 1S 


“One is to study problems 
This called 


watch and wait’ policy. 


cone up. may be 
to devise a blueprint or scheduled plan 
of attack, systematically 


We decided to use the 


and polish 
off each item. 
systematic approach in effecting 
methods changes in the Financial Or 
ganization. 

The immediate goals of the Shell 
methods surveys are to (1) establish 
uniformity and simplification of pro 
(2) 
ap 


cedures, forms, and reports, and 


substitute machines for manual 
plications wherever economically ap 
plicable, he said. 

“Our long range goals are to (1) 
establish a basis for comparative eval 
uation by management of performance 
(2) 


organization 


in branch offices, and practical 


standardization of and 


methods to permit ease of expansion 


modification or contraction of activities 


You Get Things Done With 


Boardmaster Visual Control 
ae 


a bee ; 
ee SAC SOME tr 
4e"SSSQUEBA wr 
BS ougernrr 


- Gives Graphic Picture of Your Opera- 
tions—Spotlighted by Color 
Facts at a Glance—Saves Time, 
Money, Prevents Errors 
Simple to Operate—Type or Write on 
Cards, Snap in Grooves 
Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

Made of Metal. Compact and Attrac- 

Over 60,000 in Use 


Complete price $4950 including cards 


Saves 


tive. 


24-PAGE BOOKLET NO. G-100 
FREE 


Without Obligation 


Inquiry Coupon on Last Page 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd St. © New York 36, N. Y. 
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as company policies may require,” he 
said. 

The same method of using a team 
of speakers from one organization 
to present a picture of system planning 
ind organization in depth was fol 
lowed on the second morning of the 
AMA conference, Tuesday, April 24. 


The company Invo 


ved was the Cleve 
land Electric Hluminating Co., Cleve 
land, Ohio; the speakers were Richard 
i Campbell, Personnel Department: 
Carl W. Schoepfle, Supervisor, Field 
Work Measurement; and Charles PF. 
Brunner, Performance Analyst 

( ampbell, the first speaker, discuss 
ing “Organization Planning”, said that 
the company s philosophy ol manape 
ment is that people, basically, il given 
the opportunity to use their own judg 
ment and initiative, will achieve high 
standards of performance. Following 
from this premise, the company be 
lieves that responsibility and iuthor 
ity must be delegated to realize each 
employee's maximum potential. 

“We have assigned to each of our 
480) supervisors the responsibility for 
planning his own organization,” 
Campbell told the group. “This is 


perhaps in ambitious undertaking and 


no one knows better than we how 


STO 


COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


THE 


COFFIELD 
EVERLASTING 


ORGANIZATION 
CHART 


EASY TO CHANGE 


A typist, a typewriter and typing paper are all you 
need to keep your chart up to date. It's that simple! 
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* Sizes to Fit Any Organization Structure 
* Eliminates All Costly Drafting 

* Photographs for Sharp Prints 

* Invaluable as a Visual Training Aid 

+ All Parts Are Movable and Re-usable 
* Selves Your Chart Problem Forever 


Write for Free Ulustrated Folder 
with Price Schedule No. OMG 


MANAGEMENT CONTROL CHARTS CO. 


1731 N. WELLS ST. CHICAGO 14, lit. 


June, 


hard it is and how long it takes to 
do it yourself. However, by this 
means we have promoted an under 
standing of organization planning as 
a management tool; and we have 
achieved the active participation 0 
our supervisors in this activity 

“We have found that the following 
tools, which we call organization plan 
ning prin ples, have been most uselu 
in defining, grouping, and assigning 
activities tor the most effective execu 
tion: 

“I. The Principle of Fixing th 
Objectives. 
‘2. The Principle of Grouping Re 
ited Activities. 


‘2 


“3. The Principle of Fixing Indi 
vidual Accountability for Decision or 
Action. 

“4. The Principle of Minimum Lay 
ers of Supervision. 

a Principle ot Delegation to 
the Point of Decision or Action. 

“6. The Principle of Identifying Line 
and Staff Relationship 

oe The Principle ol Coordination. 

“8. The Principle of Organization 
Charting to Indicate Reporting Rela 
tionships 

“9. The Principle of Uniform No 
menclature : 

\ttention given to organization plan 
ning by his company has already 
helped management, he said, in these 
ways 

“We have defined our objective 
more clearly and have evaluated them 
more realistically 

We have achieved a better under 
standing of individual responsibilities 
ind relationship 

Through the better grouping of a 
tivities, the reduction o duplic ition 
of effort, and reduction of overlap and 
inderlap of responsibility, we have im 


1 
proved operations and morale 


Long range planning tor man 
1 ‘ 
power ind other resource is being 
aon i ti evel OL OTyaniZzation ane 
| t ls of organizat nd 
1S istly improved 


‘Communications have become more 
direct and more effective ind coor 
dination ol wtivities is more easily 


hi ved. 


“We have experienced a gratifying 
ipsurge in individual incentive lor 
self development ind this has led si 


nultaneously to greater eflorts to de 
1 


velop ibordinate 


Schoepfle, the second speaker, had 


is his topic “To Measure Is to Im 
prove. Internal performance stand 


irds were first set up in 1948, he said, 
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What makes a 
publication — 


Simply this: 
AN INDISPENSABLE 
EDITORIAL SERVICE 


Office Management 


is the fastest-growing publication for 
Management Executives with the 
largest ABC PAID circulation by far, 
in the big office market, because it is 
needed and heeded for its editorial 
leadership . . . for its spearheading of 
Office Automation for its “Tools 
of the Office” features .. . for its Case 
Histories . . . for its sponsorship of the 
“Office of the Year” Awards... because 
it stands out like a beacon above the 
glut of publications in this field 


23,000* 


The growth book 


in a growth 20.332 


market 


A.B.C. 
Paid 14,053 
10,211 


MAY MAY MAY MAY 
1953 1954 1955 1956 
*Subject to ABC. Audit 


Advertisers agree! \,onufacturers of 


office machines, equipment, furnishings 
and supplies are placing bigger sched 
ules for 1956 in OFFICE MANAGE 
MENT because they have found it is 
the growth publication in this growth 
market! During the first four months 
of the year advertising in OFFICE 
MANAGEMENT increased 51% over 


the same period last year. 


Send for 
complete 
data 


-© © office 
management 


212 Fifth Avenue, New York 10,N.¥. 


GEYER MCALLISTER PUBLICATIONS = 
Publishers sence 1877 
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on 4 basis of comparison with the 


Cleveland Electric Illuminating Com 
pany's own past history. Today work 
performance through the company 1s 
being compared against three types 
of standards 

“I. Historical standards 1 com 
parison ol current performance with 
historical performance. This tells us 
how we are doing in relation to ous 
own past but not how we should be 
doing. It is most valuable in the form 
of a trend, 

“2. Market standards. A comparison 
of our performance with what others 
This is 


a powerlul tool in meeting compet: 


have done in the same area, 


tion. 
ue Engineered standards, \ com 


parison ol perlormance with what per 


Fraserstik 


No mistake about it—this 
gleaming white-polished 
EraserStik mokes all the 
difference between — ‘Nice 
work, Miss Jones!" and an 
angry rebuke, 


= 


A.7099 


A VS 


(ALL SEK ) 


Because EraserStik erases 
without a trace, leaves no 
ghosts to give the Boss fits. 
No wonder every Secretary 
and Typist in our office is in 
love with her EraserStik. 


Remember, it isn't a gen- 
vine EraserStik unless it has 
the A.W. Faber imprint. Call 
your Stationer today. 


A.W.FABER-CASTELL 


PENCILCO INC NEWARK 3.N J 


RVICE) U.S.A. 70939 B 
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tormance realistically or reasonably 


should be, taking all factors into con 
sideration. 

“Since the beginning of our office 
work measurement program ? months 
ago, a staff of four analysts have com 
pleted 30 studies.” he reported. “Three 
hundred and fifty-two clerical posi 
tions were measured and a reduction 
ol titty employees through the normal 


turnover process has been achieved. 
To date, the accomplished savings from 
$165,000 an 


In addition to a tool for per 


the program stand at 
nually 
formance 


analysis and control, we 


have provided the first line super 
visor with a sound means of budget 
ing and 


forecasting labor require 


ments. He also has a technique that 
can be used to develop unit or process 
costs for clerical operations to aid in 
the evaluation of alternative methods 
and procedures, Ofhce work measure 
ment has been a very successful tool for 


supervision. 
Techniques to compel performance 
The third phase of the Cleveland 


“System 


Planning and Control” is reportin 
6 t t 


company’s program lor 
or rather reporting techniques which 


compel performance, Brunner, — the 


third company speaker reported, 


“Our reporting system at the Illu 
minating Company rests on two widely 
recognized and generally accepted prin 
ciples,” he reported. “First, that two 
primary functions ol management are 
planning and control: and second, 
that planning and control are most 
eflective when initiated at the lowest 
managerial levels, with adequate re 
porting through 


upward SUCCESSIVE 


levels of management 


“In the area of responsibility,” he 


continued, “we believe that deleya 
tion ol responsibility for the prepara 
tion of planning reports to each man 
ager is of prime importance. This is 
based on a two-told theory: First, that 
no manager can perform to maximum 
effectiveness unless he is responsible 
for planning the operation and require 
ments to carry out the activity for 
which he is held accountable, and, 
second, that this responsibility makes 
him—each 


manaper an active par 


ticypant in determining the company’s 
operating program, its long term ob 


jectives, and its long term goals.” 

The Cleveland company is equally 
convinced that planning and report 
trom the lowest 


ing which = stems 


levels and moves upward through the 
organization structure 1s superior to 
the “ivory tower type of planning. 
Following the morning session at 


] 


which the “team” from Cleveland 


Electric Illuminating spoke, the first 
speaker of the afternoon session, Ralph 
C. Peck, controller, Government Em 
ployees Insurance Co., 


DD. ¢ 


: ; , 
Problems through Systems Planning. 


Washington, 


discussed “Soly ing Growth 


His organization has grown in the past 
ten year period from 100 employees 
to more than 800, he said, forcing 
a change from a situation in which 
a Tew executives could control its op 
which 


erations to one required de 


velopment of modern systems plan 
ning and control. 
The first step taken was a complet 
I I 
study of the entire organization, he 
reported, which was followed by s 


| 


eral organizational changes. 
P ta] 


Iwo of the steps taken are ger 
mane to our Lopi ol systems planning 
ind control,” he declared. “One ste} 
was the setting up of a framework 
under which company wide problems 
couk WCOTIIC KNOW oa CXCCULIVES 

ld | } t lI t 


take n 


and action could be on the 
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NOWHERE ELSE 
IN THE WORLD... 


could this year’s gigantic National Business 
Show be housed adequately but in the 
New York Coliseum—the world’s largest and 


newest and finest exhibition hall. Don’t miss 


this preview of business in the electronic age. 


NATIONAL BUSINESS SHOW 


New York Coliseum — Columbus Circle, New York 


October 15 thru 19, 1956 
RUDOLPH LANG, Managing Director 
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WITH 
ADJUSTABLE 
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ide O. falter 


°T. M. Reg. 


Your “filing and finding” problems disappear when 
you use Guide-O-folders in your active files. Not 
only do you save both time and money but you 
remove the drudgery from the filing department 
and make it a pleasant place to work 
You will appreciate the speed and accuracy with 
which your records are filed and —_ instantly 
available for reference. Your clerks will appreciate 
the ease and accuracy because all the tugging and 
ulling of ordinary folders is eliminated. Guide-O.- 
‘olders just glide back and forth on their steel 
frames with finger tip ease 
Ask your local stationer or office — dealer 
to show you how Guide-O-folders will solve your 
filing and finding problems 


GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street New York 13, N. Y. 
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Big Numbers 


FORCE 
Columbia & 


Automatically prints large, legible num- 
bers on file folders, job tickets, time 
cards, etc, makes for easier reading, 
faster work. (Provides consecutive, dupli- 
cate or repeat numbering.) See your 
dealer or let us send our catalog—"“How 
to Select a Numbering Machine.” 


Specify FORCE for the Finest 
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Webster Duplicating Products 


The F. S. Webster Company supplies duplicating ma 
terials for modern office machines. A half-century of ex 
perience in the field enables Webster to bring skill and 
ingenuity to the production of these tailor-made product 
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at leading stationers’ everywhere 


F. S. WEBSTER CO., 3 Ambearst St., Cambridge 42, Mass. 
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as 
; basis of their collective opinions. The ing and in many previous meetings tems should be a decrease in the dol 
framework chosen was the formation of this nature. lars and cents spent on processing our 
ze ot a Management Team. The team “3. The third objective, and we be work. 

Bo is composed of all the department lieve an essential one for such a “Ti there is one lesson we have 
4 heads, and the chairman is the first group, 1s to control and evaluate the learned from our program,” he con 
vice president, We meet weekly to results of the systems program for cluded, “it is that it is never too 

keep each other informed of matters management. early to begin on a program of sys 

aflecting the company or other de ane tems planning and control, that any 

partments and to make decisions or Outlining system not enough company, no matter what its size, . 

to make recommendations to the His Management Control group should make a conscious effort to 

President in the case of matters af does not believe it is enough to out plan its contro] of systems. If a com 

lecting com pany policy. line a new system for a department, pany hopes lo grow rapidly, a program ‘ 
é “Another step to help weld the and then expect that department to of systems planning and control is es 

organization into a team was to set put it into effect, he said. “Our job sential, The cornerstone of such a 

s up what we have called a Management is one of guidance, leadership, and program should be the use of the 

, Control group. This group is headed correlation between departments, not abilities and experience of all the peo 
by the Comptroller and reports di one of imposing a system which we ex ple in the company working together, 
rectly to the Pirst Vice President. The pect the operating people to follow.” guided, assisted, and controlled by a 

: objectives of the group can be stated The Control Group is extremely central staff group.” 
briefly as follows active in work — simplification, The last two speakers of the con 
“1. To weld the whole company into work measurement, records manage ference, George Kozmetsky, director, 
a team which will be continuously ment, and is beginning a program of Computers and Control Division, and 
9 working toward systems improvement forms control, he reported It is Irving J. Lieberman, Senior Technical 
ee both in the present and in such a way also doing research on possible ap Staff, Litton Industries, Beverly Hills, 

i that future growth will be absorbed plications of electronics within the California, discussed the use of math- 

& with a minimum of difficulty. company. ematical models in designing inte 

= ‘2. To assist that team by pro “One more subject on which our grated business systems. Mathematics 
V iding technical assistance in the vari group does a considerable amount of has not yet lived up to its early prom 
ous aspects of office systems Some ol work is the general held of cost con ise in business applications, they re 
these fields are work simplification, trol and budgeting,” he said “We ported, because business problems 

: work measurement, records manage fee] that this is a natural adjunct to have proved to be more complicated 

= ment, and those other fields which systems planning and controls since than most scientists had anticipated. 

have been discussed both in this meet the ultimate results of improved sys “The newer mathematical tech 


"/ love my New Order Desk. 
/ find or file an Order or a 
Master in Seconds! 


My Boss is in better humor, too. 
Before / was on my feet as much 
~~ 4S at my desk” 


“@ SHARPENS INA JIFFY BI Wi AsseuL CorRES-FiLe 
: ORDER DESKS 
io la Phisdele bain give finger tip control of all records. 


R) Cards and correspondence or orders 


y . KLEN Z0 . RASE R can be mixed. All records instantly 


available. 


WITH BRUSH | Ps Pre DESCRIPTIVE CATALOG 
a" t stavionens OR WRITE ON YOUR LETTERHEAD FOR Effective Tools for Effective Management 
FREE SAMPLES * BLAISDELL PENCIL CO., BETHAYRES, PA. WASSELL ORGANIZATION, INC. Westport, Conn. 
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niques which have proven usetul only 
came about aiter the business problem 
was defined, and then a technique de 
Kozmetsky 


° ! 
report | (;ood examples of 


veloped tor its solution, 


this are 


inear programming and quadrat 
programming However, even these 
techniques are useful only when they 
fit the actual business problem. In other 
words, we must tailor the mathematical 
nodel to the business problem, and not 
Vice versa. 

The growing interest in the use ol 
mathematical models or solutions tor 
susiness planning stems from a num 
ber ol tactors forcing management to 
tind new tools for policy decisions, the 
vcakers reported. Among these ta 
tors are 

|. The growth of companies, 
graphically, in terms ol product out 
put, number of employees, and mar 
kets. 


). Increase in the size ot invest 
ments required to build new plants and 
equipment, or to uncle rtake new re 


search projects, or develop consumer 


t 
acceptance for new products 
6. Developments in the social sciences 
psychology, ccConormics, and SOC TO! 
oyy. 
Lhe “« ce velopments ire LOrciny 


management to accept the need tor 


programming as a scientti yproach 


‘ 
t 


to planning, the speakers reported, 


t 
} 
since ompanies today no ionper can 


centralize all important decisions in 


one or two top executives the com 


panies, and their varied roles in the 
whole national picture have become 


- 
too complex 
| 
lso essential to the concept ol an 


integrated business system for manape 


’ ' 
ment planning and control are the 


concepts ol scheduling—the establish 


1 
ment of precise, detailed, yet flexible 


it was said, which to bx complete rust 
incorporate 

|. Data processing 

Control 

3. Decision making 

+ Management action 

The mathematical mode] approach 
to a business system involves repre 
senting all the elements of the system in 
mathematical forms, which can then 
x manipulated to demonstrate what 
effects changes within the system would 
create 

The Iwo Speakers here described 
with. slice illustrations, how the mathe 
matical approach was used lo Hn prove 
systems within a typi il company 

They detined as the basic design re 
quirements for a mathemats il model 
of an integrated business system 

| The model must present the 
total system in an easily comprehen 


sible form 


' 
? Diversification ot product lime means for carrying out the program ’. The mode] must present the de 
5. Te hnolog rical ce velopments, in ind feedback the method of deter tails of the system 
, , \ ? | ‘ 
nucieal prrysics, clectronics, electro rininy which data are relevant, how 4 The model must Incorporate a 


chemistry, automation, ek thev should be obtained, and how they 


method for manipulation 


$4. Changes in the social environ should be presented in order to ac 1. The model must demonstrate the 
ment, including changed attitudes 


complish the purposes ol programming effect of systems changes 


os 
unong employees ind executives, and scheduling. All meetings of the two-day spe 
ind the mmpact of the defense budget Actually, a truly integrated business cial conference were held at New 
on the nation’s economy. system is a communications process, York's Hetel Roosevelt 


FOR ALL YOUR NEEDS IN 


GUIDES — 


USE 
AICO'S 


One 
Reliable 
Source 


of 
Supply! 


BiG TOP \ 
bi 


—— P) wate 
Makers of Boys’ Furnishings ee 
Keep Track of Total Sales with DENOMINATOR 


Constant and immediate knowledge of cumulative 
sales to date is vital to the merchandiser and the 
cutting room 

Sales of over 300 different styles are tabulated on 
The DENOMINATOR assemblies shown above. Up-to 
date recorded totals are aiways available for inspec 
tion. These totals are periodically posted to interim 
sales reports. The DENOMINATOR has effected 50%, 
Savings in time previously required to do this task by 
pencil and paper 

Without obligation, let us show you how 
DENOMINATOR can help you with your sort 
and count problem. Write Dept. OM-64. 


The DENOMINATOR COMPANY, Inc. 
261 BROADWAY, NEW YORK 7, N a 


I. JABLOW «& CO, 1s 


| 


They Are GUIDE Specialists! 


@ HORIZONTAL AND VERTICAL @ OUT GUIDES 
GUIDES @ OPEN SHELF FILING GUIDES 
@ CARD GUIDES @ SYSTEMS GUIDES 
@ CHECK FILE GUIDES @ TABULATING GUIDES 
For Special MADE TO ORDER GUIDES, Send your 


specifications for prompt, free quotations! 


FREE! 


For Free literature, samples and name of your 
nearest Dealer, write Guide Dept today! 


97 Reade St. New York 13, N. Y. 


. i 
eee eversies, Tabulating Machines for 40 years INDEXES 486 5. Cilaten 9. Chicago 7, Mi. &. , 
3 
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Soro, 


THE INCOME TAX MAN 


will let you deduct the cost of busi- 
ness travel—but only if you have 
definite, itemized records to show him. 


BEACH'S 
“Common Sense” 
EXPENSE BOOKS 


are best because you jot down the 
expense az it is incurred rather than 
later when a lot of it is forgotten. 


Buy them from your stationer or 
write directly to us. 


Beach Publishing Co. 


7238 Woodward Ave., Detroit 2, Mich. 


GENUINE ENGRAVED 
[RE SER EADS} 
DIES ano PROOFS $ Ted OO ‘ox 


Gonwire BUSINESS CARDS — 
500 $11 ¢ 1000 $15 QUuliaiial 


BUSINESS ANNOUNCEMENTS 500 ONLY $28 COVERS 
CLIP YOUR LETTERWEAD 10 THIS AD... 


MAIL FOR FREE PROOF 


DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 


you can GUT COSTS 
SAVE SPACE witn 


ready-reference 
V4\\" 
TRANSFER FILES 


_ the top quality corrugated 

fibreboard file with exclusive 

ALL STEEL FRAMEWORK! 5 Sizes. 
Clip this ad to your business 
letterhead for com 


plete 
facts and FREE “HOW TO" 
storage practices booklet. 


BANKERS BOX CO., Dept. OM+ 
720 S. Dearborn St., Chicago 5, Illinois 


SILENT SENTRY 
SWING-ACTION 


TYPEWRITER 
MOUNT 


Mounts and Silences 
ANY TYPEWRITER 


®@ Finger tip swing action © Stand- 
ardizes typewriter fastening @ Elim- 


Model M 
inates noise and vibration ®@ Rapid 


for Standard 

interchange @ Theft-proof © Econ- Typewriters 

omical @ Sanitary © Lasts a lifetime $7.50 Retail 
Send for Literature Model & 

For Electrics 

BUSINESS MACHINE PRODUCTS, INC. 1" "*<"'« 


8 Engle St., Englewood, N. J. 


| 
‘ 
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Catalogs, Booklets. Brochures 


for the office 


Fan 
Frigid, Inc., 128-168 32nd St., 


covering tans oft 


srooklyn 32. 
types, with specifications and 


dimensions (1) 


( catalog 


Various 


Filing Supplies 
Cel-U-Dex 
srooklyn 1. 


ing 


Main St., 


1956 catalog covering fil 


( orp., (one 


tabs, 


book and post binder 


supplies, including index 
signals, ring 


index sets, protectors, and other items. 


(2) 


Darkroom Kquipment 

Calumet Mfg. Co., 6550 N. Clark St, Chicago 26. Two 
booklets on photographic equipment: (1) Nea 
Dark Rooms 


darkroom: ( 


Light on 
4a handbook on planning and setting up a 


2) Calumet Photographic Equipment, a 32 


page ¢ italog covering photograph ind processing equip 
ment, (3) 
Ledger Tray Safe 


Diebold, Inc., 
Folder le > 


"i point-ol-use 


$18 Mulberry Rd., S. E., », Ohio 
ribing the new Diebold Ledger Tray Safe for 


fire protection of inportant records (4) 


Canton 


Parutions and Modular Furniture mz 


\rnot-Jamestown Djiy., Aetna Steel A 
Products ¢ orp., 730 Fifth Ave., New | 
York. 1 New Way of Life in the new 
Office, a \6-page booklet on movable Fa ee 


ofhice partitions and associated modular 


(5) = 


furniture. 


Tape Recorders 
\mpliher Corp. ot America, 398 Broadway, New York 13 
Brochure on the VU Magnemite series of portable, battery 


ope rated, spring motor Map netic tape recorders. (6) 


lutomatic Data Proce ssing 
Data 


Processing Starts with Burroughs Sen 


surroughs Corp., Detroit 32. 


simatic 


folder 


to Punched-Tape Equipment 


a * F 


illustrating and describing an 


genseatie To PUNCHED TAPS 
tee emen 


ADP application to accounts payable. 


(7) 


Credenza Units 
Art Metal Construction Co., Jamestown, N. Y by 
with 


pape wok let illustrations and 


specincations of i 
wide line ot credenza units. (8) 


For further information, use Reader Inquiry Card on 
page 80. 
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Moving and Storage Supplies 


Elkay Products Co., 323 W. 16th St, New York 11 KEEP federal! 
Seventy -tWwo-page catalog on moving, shipping, ind stor ip 


supplies, including furniture and ippliance covers, mo' DESTROY GLO FILES, VITAL 
RECORDS, CONFIDENTIAL PAPERS 


ng van pads, moth 


preventatives, furniture finishing suj 


plies dol ics, Casters, etc. (9) 


Office Design Service 
Marshall Field & Co., Contract Di 
sion, Merchandise Mart, Chicago 54 
Folder describing Marshall Field's ser 


— 
— 
row. 


* vices in planning and design of ofhces, 


including layout, furnishings, ACCES 


(10) 


sores, and decor ition 


lging and Health 
Ocenia Health Institute, Inc.. 6 E. 39th St, New SAFE, SELF-FEEDING ° PORTABLE! 
York 16. Bulletin, The Ouestion of Chronological vs Physi 
ological Aging in Industry. (11) 


THE ONLY OFFICE PAPER SHREDDER that destroys con- 
fidential papers safely because it's self-feeding! No sticking 
or jamming. Your secretary simply loads the machine, turns 
it on, and the papers are fed in—automatically and safely! 


Business Forms 


The Baltimore Salesbook Co., 3120 Attractive gray hammertone finish. Neat, 
56 Frederick <Ave., Baltimore 29, quiet, clean. 10-day free trial on any size 
Forms Inventory, Specification and ———” shredder. Write today for literature de- 
Record Book, a book designed to as - Book scribing the only complete line of paper 


shredders in the world! 


sist users of business forms to main : ‘ 

tain records of forms use and inven [ y)) 7 Y err 

tory, as a means of preventing sup INDUSTRIAL SHREDDER 30! MILL ST. " 
plies from running out (12) Mina TLLAG Lompanyg SALEM, OHIO 


Digital om puters 


Logistic s Resear h, Inc “ 14] Pac ifie \ve eo he dondo Bear h. a j 


“ W ' 
: : aw “ON-THE-STREET 
Calit Booklet describing the ALWAC TILE electron ba 
digital computer, giving Teatures, specifications, and uses, 7 CARRYING CASE 
(13) 


Coin Counting and Packaging 
tox Co., 4619 N. Ravenswood \ve a hi 
cago 40. Folder, How to Cut Coin ¢ ounting and Packag 
ing Costs, describing the Model 30-SS automatic counter 


and packager (14) 


Johnson Fare 5 


ed 
pe 


Vailroom and Other Equipment 


~ : \ . 4 
-——. The Federal | quipment Co., Car \ sna 4 : 
e q ‘ £; 

q 


: lisle, Pa., kK fficrent Equipment for Mail \ SMEAD'S : 
fl and Small Materials Handling, Cat ~ 4 . 2 s 
«ee tlog F-56, containing photographs and \ \ Leather Like Material Ex 


’ ik panding Wallets and Files. 
3 pect im cy 


specifications on combination ¢ 


Ye nal ian asl , orill The Leather-Like Material, used in these 
ype lock boxes, bag racks, screen, grills, wallets and files, is completely unaffected 
: : letter drops, sorting: cases, ek (15) \\ by water and perspiration. |t resists grease 


\ and oil. Color will not rub of on clothes 


Shipme nt Iddressing Stencils a] Bn : 

Weber Marking Systems, Div. of Weber Addressing o— Ideal for carrying papers 
Machine Co., Inc., 215 E. Prospect Ave., Mt. Prospect, Il! and records of all kinds. Available in) many 
Bulletins on the Weber Tab-On Stencil, which can be cut as sizes and expansions. 


a by-product of forms writing, and on the Weber Continu : 
;, See them at your stationer. 
matic Stencil, mounted in continuous form on a marginal - 


punched carrier sheet, cut independently of torms (16) 


For further information, use Reader Inquiry Card on 
page 80. 
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Big let-down sa68 


New Bassick “Diamond-Arrow” Casters 
Will Prevent This! 


“How are the mighty fallen 


a rhetorical question 


in Biblical times, sometimes becomes a painfully real 
question today. Painful for the unseated executive 
above—and embarrassing for the office manager. 


Just one of the reasons to put Bassick casters on all 
your office chairs and equipment. They give the easy 
action that ends the need for irritating pushing and 


pulling. 


Other reasons for Bassick glides and casters in an 
office, of course, are the quietness with which they 


move and the 


way they protect expensive floor finishes 


and carpets. And once you've got sturdy, well con- 
structed Bassicks installed, you can forget about them. 


Ask your office appliance 
The Bassick Company, 
Bridgeport 2, Conn. /n 


Canada: Belleville, Ont. 


BASSICK CHAIR CONTROLS are an 
other office favorite. 


torsion unit that can't squeak, pro 
vides the smoothest, safest tilting 
action ever. See your dealer 
chairs with Flo-Tilt or conven 
tional Bassick tilt controls. 


- 
‘ 


74 


For 


The exclusive 
Flo-Tilt control above is a rubber 


about 


MAKING MORE KINDS OF CASTERS 


dealer for Bassick casters. 


A Division or | 


MAKING CASTERS 00 MORE 
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CLASSIFIED ADVERTISING [ . 
a ee oe Biggest Ball Point — 
MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


. a ri : , 
WANTED—ALL TYPE OFFICE Machines, Filing Equipment Ofhes . 

Furniture, Kardex, Acme, Postindex Will exceed a manutacturer’s trade | e 

in allowance W rite Wire National Ofhee Equipment Co., 429 4 


Broome St New York, N. Y¥ 


ACME VISIBLE RECORD CABINETS Use 7” x 11” card. Guaran j + 
teed in excellent conditior Write us for hotograph, price and spe _ 

fications Hart Automotive Parts Co 123 Market St., Chattanooga, ve 
Tenn ‘ ; 


For Sale or To Buy 


Business Opportunities and Services 


ELECTRONIC COMPUTERS are invading the flee Learn how to ran 
program business jf blen Send for free intormation descr ng our I 
hore i e Programming For Busine Compute Business ODAY almost everybody goes for ss 
ectr thenal Section  @ B 10) 6Rineor Anne . . 
- Fy Nes oe adie . . ball point writing. Almost everybody 

, unciseo 19, Ca 


is doing more and more ball point 


HAVING COLLECTION TROUBLES Our payment producing 
ection Aids bring cash in fast Sample a rtment Free t est 


. erasing! It takes erasers of special 
company letterhead Associates, Box 153, Green Bay, W 


texture and skilled manufacture to 


cleanly erase ball point ink and ball 


Positions Wanted 


point lead. Weldon Roberts has ‘em 
originated “em -THE MOST OF THE 
BEST ... BRAND NEW! 


FINANCI SUPERVISOR for publishing concern 1 yea plus 3% 
yea , " ting experience 28 ca of awe Bt A stemea 
mprovement 1. anel $ 10.00 per nnut OOM ‘ Te . 1 

: ASK YOUR STATIONER TO SHOW 
ae ae Awan Sree See YOU THESE STYLES & SIZES FOR 
Ext v ta*x Ke 4 arrie ) ' diver hed . _ * A 


ALL BALL POINT USERS! 


SYSTEMS, PROCEDURES MAN 
Experience diversif Methods A 
I 


OM All the same soft green color 


<< BALL POINT JET 
NO. 638 WITH POCKET CLIP 
NO. 6380 WITH WHISK BRUSH 


point eva ” I form " 


USE INQUIRY COUPON | 
| NEXT PAGE 


<4NO. 138 PAPER-WRAPPED 
BALL POINT “ERASER-PENCIL” 


enient pull-string peels off paper spiral 


! wrap for easy pointing 
Mo, Bn POINT ~ BALL POINT NO. 38. | 
—— ee Waldon Roles Gnanan oy |'°"!) “rte ci 
No. 38 MADE IN USA +. tee the re raps 
WILL BUY FOR CASH PEN-PENCIL _— s 
USED BILLING & BOOKKEEPING MACHINES —— “a 
BURROUGHS Mode! £7200, 7800, M-215, M-222, M-235, M-806 RT ‘! 
BURROUGHS—SENSIMATICS tF100, F200, F300, F400 ORDER TODAY: 
NATIONAL CASH REGISTERS 21500, 1900, 2600. 6000 Class 
N.C.R. PROOF & ANALYSIS $2010 (123), 20817 (135), 22115 (145) WELDON ROBERTS RUBBER CO. 
10 (2 
N.C.R. 3000 Class £30612 (124 2X) 18 £340,000 & over 365 Sixth Avenue Newerk 7, WN. J. 
N.C.R. INSTALLMENT POSTING | £A2206 (64UP), A2207 (642) (621) (630) World's Foremost Eraser Specialists 
N.C.R. 3100 Class s31'—10—i0 (18) 20°' 24, 700.000 & over 
SUNDSTRAND 228409! 200.000 & over 
REMINGTONS 5685 SYI75,000 & over 4 P 
BRANDT COIN MACHINES—Mode! 260, 61, 100, 101, 150, 200, 201 = — 
KARDEX CABINETS Size 5x8 only 
Advise Complete Model & Serial Numbers Waldon Rofents 
for Our Quotations Enahan>s 
Dept. 6M, 140 West 42nd Street New York 36, N. Y C, ; 
7" af orrect Mistakes in Any Langu 
BRyant 9-1459 Wisconsin 7-1220-1-2 d guage 
DEALERS IN USED ACCOUNTING MACHINES 
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INQUIRY SERVICE 


For Subscribers to OFFICE MANAGEMENT 


GET MORE 


and Helpful 
Literature 


INFORMATION 
quickly -- easily 


On New Products 


Obtain New Catalogs 


This service is provided for the con- 
venience of Office Management Execu- 
tives in obtaining complete inform- 
tion on the products advertised in 
this issue. Advertisements are identi- 
fled by their respective page numbers. 
Fractional page advertisements are 
further identified by the initials of 
the advertiser 


Simply circle the 
respective numbers 
in coupon below 


Just circle the numbers on which you 
want further information; fill in your 
name and address below, tear out and 
mail to Office Management. Our office 
will forward your inquiries promptly 
to the companies concerned. 


SEND OFF THIS BLANK... FOR PROMPT SERVICE 


OFFICE MANAGEMENT 
212 Fifth Avenue, New York 10, N. Y. 


Please forward to the respective companies, our request for 
further information on the items we have circled below. 
There is no obligation to us for this. We understand this is 
a service to us as a subscriber. 


JUNE 1956 ADVERTISEMENTS 
(Circle respective page numbers on which ads appear) 


2nd Cover 10 73 NBS 
Sra Cover y a) 73 WAI 
tth Cover , “wo 73 GSS 
3 o 61 73 FSW 
63 74 WO! 
OH PBI 74 BEC 
Oy 75 TDC 
tit 75 GJA 
67 76 BPC 
6s TAC 76 DEC 
rrr 6s CCS 76 BBC 
VGRP “9 76 BMP 
YS} 7O Tb 7 ISC 
7OVI SMC 
70 GS 
71 MCC 70 LAP 
72 AWE 79 WRR 
72 EFR 


CATALOGS AND OTHER AIDS 


ae ee a a 
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JUNE 1956 
NEW PRODUCTS ITEMS 


(Circle respective item numbers) 
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10 
11 
12 
13 
14 
15 
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Name 
Company. 


Address 


City Zone 


Number of Office Employees (all departments) 


June 1956 lasue, 
Office Management 


This inquiry form good 
until July 15, 1956 
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when 
every copy 
must be 


sharp... 


she preters NEKOOSA DUPLICATOR 


rirl! After trying all kinds of duplicating papers, 

iow knows that Nekoosa Duplicator makes her job 
easicr and faster. Nekoosa Duplicator has a smooth, 
lint-free surface that gives clear, bright copies—ceven on 
long runs. Saves time, too, because it always lies flat 
and feeds through the machine at top speed. Nekoosa 
Duplicator is one of the complete line of Nekoosa Papers 


for every business and every business need. 


Nekoosa Bond © WNekoosa Ledger @ Nekoosa Duplicator 
Nekoosa Mimeo @ Nekoosa Mantold © Nekoosa Offset PA fe F = FR Ss 
Nehoosa Master-Lucent @ WNekoosa Opaque 
and compamon ARDOR Papers 


NEKOOSA-EDWAROS PAPER COMPANY © PORT EDWARDS, WISCONSIN 


More Information From Advertisers Use Readers’ inquiry Coupon on Last Page 
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Underwood Sundstrand gives you complete 


high-speed, low-cost accounting on one machine! 


Here’s a low-cost machine that handles 
all your accounting. Underwood Sund- 
strand, with its 10-key touch-operated 
keyboard, gives you accurate, up-to-the- 
minute accounting control because it per- 
forms so many functions automatically! 

When applied fo yout business, Under- 
wood Sundstrand will speed your record- 
kee ping. ..put an end to costly errors. . . 
do away with overtime... and lower ac- 
counting costs. Result: real savings in 
time and money! For full information, 
call your nearby Underwood Offce or 
write Underwood Corporation, One Park 


Avenue, New York 16, N. Y. 


Underevood Sundstrar d’s famous Re board with only 10 nun eral keys 
1S ¢as to learn, eliminates “headscving fatigue. Operators turn out 


work faster and with greater accura 


UNDERWOOD CORPORATION 
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